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KDE Contacts

Data Policy Management and Research
502.564.5279

Windy Newton Windy.Newton@education.ky.gov
Michele Kays Michele.Kays@education.ky.gov
Troy McGinnis Troy.McGinnis@education.ky.gov
Attendance

502.564.3846

Sherri Clusky Sherri.Clusky@education.ky.gov
Tracy Browning Tracy.Browning@education.ky.gov
Calendar

502.564.3846

Sherri.Clusky Sherri.Clusky@education.ky.gov
Michael Speer Michael.Speer@education.ky.gov

Extended School Services

502.564.4772
Jennifer Carroll Jennifer.Carroll@education.ky.gov
Monica Simpson Monica.Simpson@education.ky.gov

Federal Programs —Title 1

502.564.3791

Diane Robertson Diane.Robertson@education.ky.gov
FRYSC

502.564.4986

Michael Denney Michael.Denney@Kky.gov

Gifted and Talented

502.564.2106
Greg Finkbonner Greg.Finkbonner@education.ky.gov
Leah Ellis Leah.Ellis@education.ky.gov

Growth Factor
502.564.3846
Karen Wirth Karen.Wirth@education.ky.gov

Health Services

502.564.2706
Karen Erwin Karen.Erwin@education.ky.gov
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Homeless Children/Youth
502.564.3791
Mary Marshall Mary.Marshall@education.ky.gov

KEES
800.928.8926
Rebecca Gilpatrick RGILPATRICK@kheaa.com

LEAD

Education Professional Standards Board
502.564.4606

Cindy Godsey Cindy.Godsey@Kky.gov

LEP and Immigrant

502.564.2106

Shelda Hale Shelda.Hale@education.ky.gov
Maureen Keithley Maureen.Keithley@education.ky.gov
Edgar Adams Edgar.Adams@education.ky.gov

Non-Academic
502.564.5279
Chris Thacker Chris.Thacker@education.ky.gov

Preschool
502.564.7056
Annie Rooney French Annie.French@education.ky.gov

SAAR
502.564.3846
Karen Wirth Karen.Wirth@education.ky.gov

Safe Schools

502.564.3678

Libby Taylor Libby.Taylor@education.ky.gov
Nijel Clayton Nijel.Clayton@education.ky.gov

Secondary GED
502.564.4772
Jennifer.Carroll Jennifer.Carroll@education.ky.gov

Special Education
502.564.5279
Chris Thacker Chris.Tacker@education.ky.gov
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Standardized Course Codes

502.564.9850

Robin Chandler Robin.Chandler@education.ky.gov
TEDS

502.564.3472

Kimberly Rice Kimberly.Rice@education.ky.gov
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Start of Year Procedures

Review Data Entry Guidelines with Schools

District administrators should become familiar with the Kentucky Guidelines document, available at www.sti-k12.com.
This document should be distributed to appropriate school personnel, and procedures relative to state reporting should be
emphasized.

Review First Day of School Procedures with Schools

Prior to the first day of attendance, schools will mass assign an entry date and code to all students. Those students who
do not show for the first day of school are made “inactive” in the local school using STIDistrict Enroliment. Schools in
the past have had the ability to use STIOffice or the STIDistrict Enrollment program to make a student inactive. The
STIDistrict Enrollment program should be used this year to make a student inactive. Complete procedures on how
this is done are listed below. District administrators should review this procedure with schools prior to the first day of
attendance to ensure that they are prepared.

Plan for Data Error Checking Throughout the Year

District administrators should develop a plan for checking data for errors throughout the year, and should share this plan
with schools. This should include:

¢ Running the ST1Office Error Report.
¢ Reconciling the PA reports at the schools at the end of each attendance month.

e Reconciling the PA reports from STIOffice with the PA-17 Report from STIDistrict at the end of each
attendance month.

e  Periodically running various state reports in STIDistrict to check for errors.

e  Periodically running the various Conflict Reports in the STIDistrict Workstation to check for problems.

Disaster Recovery Plans

District administrators must have confidence in their ability to recover from a loss of data. The plan for backups of the
following databases should be shared with several trusted key personnel:

e STIOffice

e STIClassroom
e  STISets/Health
e STIDistrict

A good idea would be to prepare written instructions on how backups are done, where backups are stored (preferably on
“off-site” removable media), and how to restore from the backups.
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STIDistrict — SQL Database Maintenance Plan

A document explaining how to create an SQL database maintenance plan is available from the Quick Reference Guides
page at www.sti-k12.com. Districts are encouraged to download this document and follow the steps within to create
database maintenance jobs on the district (SQL) server that will maintain the general health of the database.

How to Create a District Database Backup

To create a database backup in SQL Server:
1. Atyour District Server (where SQL is installed), open the Enterprise Manager for SQL Server. Click Start,
then Programs, then Microsoft SQL Server, then Enterprise Manager.

2. Expand the “nodes” under the Console Root until the Databases folder is revealed.

3. Expand Databases, right-click the database, point to All Tasks, and then click Backup Database.

'jii SOL Server Enterprise Manager - [Console Root'Microsoft SOL Servers]

[% File  Action  Yiew  Tools  Window  Help
= | Bm @EHE @ EP
[ Console Root Micraosaft SOL Servers 1 Ikem

=T Microsaft SQL Servers @

s L
B

El--@ SOL Serwer Group
Ela} {local) (wWindows MT)

! SOL Server
Ela E Mew Database, .. | QGFI:ILIIII
Backup Database. ..
Restore Database. ..
attach Database, .,
|
| Refresh Import Data. ..
I Help Expott Data. ..
Esgtshwmd Copy Database Wizard. .,
4 tempdb
=

4. Inthe Name box, type the backup set name. Optionally, in Description, type a description of the backup set.
5. Under Backup, click Database - complete.

6. Under Destination, click Tape or Disk, and then specify a backup destination.
If no backup destinations appear, click Add to add an existing destination or to create a new one.
7. Under Overwrite, do one of the following:

e Click Append to media to append the backup to any existing backups on the backup device.

o Click Overwrite existing media to overwrite any existing backups on the backup device.
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8. Optionally, select the Schedule check box to schedule the backup operation for later or periodic execution.

SOL Server Backup - daisi x|

Genetal | Options |
Database: Ideus-. j
Marte: |daisi backup
Description: |
Backup

¥ [atabase - complets
" Database - differertal

€ Teaneaclior log
" Fie and | {palh x) I
Diestinaticn
Backup to: & Tae= & i

LC:\Priogram Files\Microsoft SGEL
Remove |
Canterilz

| | |
Dyeavrite
" Append to media
& Overwnite existing media
Schedule

¥ Schedus |Tccurs every 1 week(s) on Sund: _J

ok | cancel | Hep |

9. Optionally, click the Options tab and do one or more of the following:

e Select the Verify backup upon completion check box to cause the backup to be verified when backed
up.

o Select the Eject tape after backup check box to cause the tape to be ejected when the backup
operation has completed. Available only with tape devices.

e Select the Check media set name and backup set expiration check box to cause the backup media to
be checked to prevent accidental overwrites. In Media set name, type the name of the media to be
used for the backup operation. Leave blank when specifying only the backup set expiration.
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10. Ifitis the first use of the backup media, or you want to change an existing media label, under Media set labels,
select the Initialize and label media check box and type the media set name and media set description. The

media can be initialized and labeled only when overwriting the media.

SL Server Backup - daisi

General Options |
Options

X

Werifying the backup will read the entire backup and check for
| media integrity. Checking the identity and expration of the media
i prevents accidental ovenwites,

I™ Weiily backup upon completion

™ Eject tape after backup

¥ Femove inactive entries from iansaction log

W Check media set name and backup set expiration

b edia zat name: |
™ Backup set vl expire:

& pffer 3 s

€ 0n | 420020046 =]
Media zet labels

Initializing tape or disk media set erases the previous contents of
the media and labels the media zet with & name and description.

I Initishize and label media

tedia st name I

I edias=t descnption |

[ ok ] cancel | Heb
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STIDistrict Rollover and Mandatory Updates

Plan Ahead! Hard Drive Requirements for SQL Server

When you run the Rollover for STIDistrict, the rollover procedure will check the available hard drive space on your
machine and determine if you have enough space available to perform the rollover. The rollover process in STIDistrict
will archive the current year’s database, and then create a new database for next year. ST recommends that the server
should have at least three times the amount of space used by the current year’s database as available free space prior to
rollover.

When and how will the STIDistrict Rollover happen this year?

STI will post installation files for the STIDistrict Rollover program sometime in June. This will be released at
approximately the same time that all of the version 9.0 mandatory updates will be posted. Only after installing this
update should a district perform the rollover. Instructions on how to do the rollover will be posted along with that
release.

o NOTE: Make sure all EQY state reports have been completed and verified by KDE before rollover.
General Rollover Steps for STI Products
Rollovers prepare the local school and district databases for the new school year. Rollovers should be done only after

the district has satisfied all required reporting for the year, and only after backups for all data have been performed. The
general sequence of events for rollover is as follows:

e  Produce the Student PDF Archive Export using the STIDistrict Workstation (optional).

e  Stop STIDistrict Import Engine.

o Disable STIDistrict Net scheduled uploads (optional, depending on gap between updating school and district
apps).

e At each school, backup the STIOffice Data for the school.

e At each school, backup the STI SETS (if installed) Data for the school.

e Perform the STIOffice Rollover at each school.

e Update STIOffice at each school to version 9.0.

e Update STI SETS (if installed) at each school to version 9.0.

e Update STI Health (if installed) at each school to version 9.0.

e Update the STIDistrict Enrollment program at each school to version 9.0.

e Update all instances of STIDistrict Net throughout the district to version 9.0.

e Update to version 9.0 of the STIDistrict Import Engine.

e Backup the STIDistrict SQL Database.

e Perform the STIDistrict Rollover. Instructions on rollover procedures will be posted along with the version 9.0
Import Engine release notes. Please review and follow these carefully.

o Restart the STIDistrict Import Engine.
e Update to version 9.0 of the STIDistrict Workstations.
e Update to version 9.0 of SETS DL (district level) if installed.

e Perform an Upload All using STIDistrict Net at each school, including inactive students and all preschool
students.
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Updates to STIDistrict products may require additional supporting software updates (mdac, .net framework, etc...).
Any new requirements will be communicated to districts with release notes.

STIDistrict Rollover Tool Installation Steps:

1. Download the installation file (STIDistrictRollover.exe) from www.sti-k12.com to the district’s SQL Server
(the server where SQL is installed).

2. Download the installation file (dotnetfx_V1.1.exe) for Microsoft .Net Framework version 1.1 if it is not already
installed on your server. If you are unsure if .Net Framework has already been installed, download and install
it.

3. Stop the Import Engine program.

4. Double-click on the .Net Framework installation file (dotnetfx_V1.1.exe), and take all defaults during
installation.

b
1 4

RolloverToo,..

5. Double-click on the Rollover Tool file (STIDistrictRollover.exe) to begin Rollover.

Open File - Security Warning g|

The publizher could not be verified. Are you sure you want to
run this zoftware?

Mame: RolloverTool-5-23-2006-B.exe
Publizher: Unknown Publizher
Type:  Application

From: C:\Documents and SettingsilevanstDesktop

’ Fun ] I Cancel

Always azk before opening this file

publizher. “ou thould only run software from publishers you trust,

@ Thiz file does not have a walid digital signature that werifies itz
How zan | decide what software bo run’?

6. Click on the Run button.
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N Y m—— =3

This application will create the database reqguired for the 06-07
school year and migrate your district wide settings. After clicking
"Accept' vou will be prompted for information about your server.

This application must be run an yaur QL Server which hosts the
STl District Database.

I Accept l [ Decline ]

Click Accept to continue with the rollover process or Decline to stop the rollover process.

5Tl Rollover Tool

Extracting bintSTISgiConn.dll A
Ewtracting bintSpstemlnfo.dli

Ewtracting binhSystemUtile.dil

Eutracting binttxtFilet ame. dll

Eutracting bin’ttPazsward. dil

Euxtracting ScriptshCurrentDBAIB07-zh_svs.2ql

Extracting ScrptehCurentDBYOED? Createlndexes. sql

Eutracting ScriptshCurrentDBYIED7 CreateProcedures. zql

Eutracting ScrptshCurentDBYOED? Create T ablestndyiews. sql

Eutracting ScriptshCurrentDBAIE07 Createl zerDefinedFunctions, zql
Eutracting ScrptshCurentDBYIE0Y Inserts. sql

Eutracting ScriptshCurrentDBAIE07ProtectadT ables. zql

Eutracting ScrptshCurentDBYOE07 S etzChanges.sql

IE utracting ScriptzsRolloverCurrentt D607 CreateForeigni eyConstraints, zql

Destination folder

Ingtallation progress

Cancel

Click the install button to continue the rollover process.

10 e Start of Year Procedures STI_0622061240 2006 STIDistrict KY



Rollover Steps

1. DO NOT PROCEED WITH THIS PROCESS UNLESS THE SQL DATABASE (DAISI) HAS BEEN
BACKED UP.
2. Prior to performing the STIDistrict rollover, require all users that connect to the “‘daisi’ SQL database to close
their programs. These programs would include:
STIDistrict Import Engine
STIDistrict Workstation
STIDistrict Enrollment Program
District Level Health
District Level SETS
STITextbook
Crystal Reports

3. Type the name of your SQL Server machine into the space labeled “Server Name”. Select either “Use
Integrated...” (Recommended) or “Use SQL Login...” to authenticate against the SQL Server. If “Use SQL
Login...” is selected then you will need to enter ‘sa’ as the SQL User Name, and also type in the password for
that account. Click on the down-arrow to the right of the Database list and select “daisi” from the list provided.
Click the Next button to proceed to the next step.
Rollower Wizard - Connection Info

Fleasa supply the database connection infiormation For tha ST1 Distrct Microsoft S0L
SEryer,

welcome to the STI District Rollover Wizard j;

Connection Info

Server Mame: I":."I:Iur SErver name here
% Use [nbegrated (Windows WT 2000} Security

™ Use SO Login Information

SO0 Llsesr Mame: I--:

Password: I

Diatabase: Ir_"asi j | Refresh

Cancel | < Back | Blext I Finigh |

4. The Rollover wizard will detect any open connections to the database. If there are connections listed, STI
recommends that an attempt to have the users close their programs that are connected should be made. After
the users have closed their programs click on the Refresh button to verify.

If you are unable to get all users to close their connections, then you may “kill” individual connections by
highlighting the connection in the list and selecting “Kill User”, or you may click on the “Kill All” button to
remove all connections to the database.

Click Next when all connections are closed and you are ready to proceed.
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Rollover Wizard - Existing Connections

Welcome to the STI District Rollover Wizard
The rolover vezard requres exdusive access to your database, [IF thare are users
cornected b the database, vou wil need bo terminate those connechions row. (This can
kzadd bo datas loss, it s recommendsd that all users st an their o,

Host Name | cé ame | Last Batch | Program
CURTEPIEM daisi 05128 12:24:47 STID=rick
CURTRPIEM dats 05/23 12129146 STICuskrick

This is an example
where there are open
connections to SQL

database.

Cancel <Back | Met> | i

Rollover Wizard - Existing Connections

welcome to the STI District Rollover Wizard ' E ‘

The rolover vezard regures excdusive access to your database, IF thare are users
cornected to the database, vou wil need to terminate those connections now. (This can
l=ad ko dats loss, it is recommendsd that 8l users sxt an their awn.)

Hast Hame | 0 tame: | Last Batch | Program

This is an example
where there are no

open connections to
the SQL database.

Concel | <Back | Hews | fne |

The wizard will now connect to the database and verify that the database is valid. When this step completes,
click Next to proceed.
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Rollover Wizard - ¥erify Database

welcome to the STI District Rollover Wizard

Please wait while we validate the STI District Database,

Rollover Wizard - Yerify Database

Welcome to the STI District Rollover Wizard

Please wait while we validate the STI District Database.

it
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Rollover Wizard - ¥erify Database

Welcome to the STI District Rollover Wizard
Please wait while we validate the STI District Database,

‘erification complete, Click next ko continue,

—

Cancel | < Back | Mest > | Firish |

6. The rollover process will create a database for storing the 2005-2006 school year data. By default the name of
the database shall be STIDistrict0506. Click Next to continue.

Rollover Wizard...

Welcome to the STI District Rollover Wizard
The name of the historic database is shown below, The current database will be renamed ta the )
histaric database,

Hiskoric Database:

< Back | Next = | Cancel |

7. The Rollover wizard will now begin creating various scripts for processing the old and new databases. This
will definitely take time, so be patient. At various points during the process you may even see that a screen will
display a message that a process is complete, but there will be no progress bar activity, and the Next button will
remain dimmed. Do not be alarmed. This simply means that one script has completed, and the next will begin
shortly. You will not be able to proceed until all scripts have completed, and you will know this because the

Next button will no longer be dimmed. When the Next button becomes available, click it to proceed to the next
step.
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Rollover Wizard - Scripting

Welcome to the STI District Rollover Wizard
Please wait while we process the STI District database. This may take a significant amount

of time. Please do nok interrupt this process.

Creating new daisi database.

I

Cancel I < Back | [iiewt > | Firizh

Rollover Wizard - Scripting

Welcome to the STI District Rollover Wizard
Please wait while we process the STI District database. This may take a significant amount

of time. Please do nok interrupt this process.,

Scripting complete. Click nesxt ko continue.

_

Cancel I < Back | Mext » | Firizh I

8. This next step will actually run the various scripts that were created in the previous step. Click Next when this
process is complete.
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Rollover Wizard - Execute Script

Welcome to the STI District Rollover Wizard
Please wait while we process the STI District database, This may take a significant amounk

of time. Please do not interrupt this process.

Script execution done. Click next ko continue.

—

Cancel < Back Mext > Firiish

9. The rollover is now complete! You now have a database called “STIDistrict0506” that contains all of the data
from the 2005-2006school year (as of the last upload from every school), and a database called “Daisi” that will
be the 20006-2007 school year district database. You are now ready to update the other STI applications
(STIOffice, STIDistrict Net, Import Engine, etc...) and begin importing data into this new database.

Note - If errors existed during the rollover process, they will be listed in the window displayed below. Also,
when exiting this window you will be prompted to save the error messages as a text file in the location of your
choice. Errors may or may not be significant, and if you are concerned about any errors you receive feel free to
call STIDistrict support for help. Please have the error file available when making the call.

Welcome to the STI District Rollover Wizard
Process completed. B

The Following errors occurred:
The rollover process has been completed!, Click "Finish" to exit,

Lancel < Back flext > Finizh

16 e Start of Year Procedures STI_0622061240 2006 STIDistrict KY



STIDistrict Import Engine Update Notes

The STIDistrict Import Engine will need to be updated to version 9.0. If the district runs multiple Import Engine
“nodes”, then each node will need to be updated.

To update the program:

1.
2.

If the Import Engine is currently running, close it.

Uninstall the current version of the Import Engine. This is not required, but strongly recommended. To
uninstall the Import Engine, click on Start, then Settings, then Control Panel. Select Add/Remove Programs,
then select STIDistrict Import Engine (v9). Click on the Change\Remove button, then proceed as prompted
until the program has been un-installed. If you choose not to uninstall version 8 of the Import Engine, it is
strongly recommended that you at least delete the icon from the desktop to avoid confusing it with the new icon.

Download the installation file for version 8 of the STIDistrict Import Engine (STIDistrictimport_v90.xx.exe)
from www.sti-k12.com to the machine to be updated. Begin the installation by double-clicking the file. Take
all default options during install.

After the installation is complete you will need to configure the Import Engine. Configuration settings will
determine what data is to be imported from schools, when it is to be imported, and the SQL database into which
the data will be imported. click on Start, then Programs, then STI Applications, then District Import Engine v9,
then DistrictimportEngine_v9 (Setup).

Refer to the information below when editing the settings.

SQL Server Tab
SQL Server

Type either the IP Address or the computer name of the STIDistrict (SQL) server into this field.

Database

Type “daisi’ into this field.

Admin ID

Type ‘sa’ into this field.

Password

Type the password associated with the ‘sa’ account in SQL server.

FTP Directory

Enter the path to where incoming upload files are deposited. This is typically a folder called \daisiupl, and is on
a local drive such as C.

;.;-*"STIDistrict Import Configuration

x|

SOL Server I Impart Times I Enrallment Builder I EmaiII Options I Schoal Wwiite Back

SOL Server: |SewerName or |P Address

Database: Idaisi

Adm |D: Isa

MMM

Password:

Sql Timeaut: |1 0oa

FTF Directony: |C:\DaisiLlpI _I

Ok Lancel Help
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Import Active Times Tab
Use this screen to schedule when the Import Engine will add data to the STIDistrict database. The scheduler
allows the import to occur during one-hour increments. Selecting a time will cause the Import Engine to add
data during that particular hour. This feature determines when data is actually added to the database. Users
should be aware of the times selected so that they may avoid creating important reports and doing backups
during the times when the data is being added to the database.
__"' STIDistrict Import Configuration ﬂ

SOL Server  Import Times | Erraliment Builder I ErnaiII Optians | School Wwite Back

IV 120048M W 12:00FPM

[v 1:00 AM I 1:00 P Al
I i ¥ 200PM =
¥ 300 4M ¥ 3:00PHM

¥ 4004 ¥ 4:00PM M
V¥ 500 AM ¥ 5:00PHM

[V E:00AM ¥ E:00PM

¥ 7:00AM ¥ 7.00PHM

[V 800 A v £:00PHM

¥ 200 A4 ¥ .00 P

[V 10:004M | 10:00 P

¥ 11:0048M & 11:00PM

8] 3 | Qancell Help |

Enroliment Builder Tab

The Enrollment Builder is a program that runs within the Import Engine program. It builds a table in the
database with a record for every student, for every day of the school year, which shows the student’s enroliment
and attendance status on each day. The data in this table is used to create reports in STIDistrict such as the
ADA/ADM Report. Use this screen to schedule when the Enrollment Builder program will run. Users should
be aware of the times selected so that they may avoid creating important reports and backups during the times
when data is being added to the database.
- STIDistrick Import Confi i

|
Emaill Dptionsl School ‘wite Back

SaL Serverl Import Tim

12004 v 1200 PM

1:00 &M v 1:00 P All
2:00 &M [ 200 PM =
200 AW [ 200 PM

4:00 AM ¥ 4:00 PM ﬂl
500 A [V 500 PM

£:00 AM 7 E:00 PM

7:00 AM v 7:00 PM

£:00 AM v 200 PM

9:00 AM ¥ 2:00 PM

10:004M W 10000 PR

11:004M W 11:00 P

A IAARNRAIIRR

Ok LCancel Help
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Email Tab (optional)

This tab allows for up to five users to receive an email message when failures occur during the import process.
Set up each of the following to utilize the email feature.

SMTP Server

Enter your mail server address here. To utilize email notification, check the box to the right of this field labeled
Enable.

Email Address (1-5)

Enter email address for each person to be notified. There are two checkboxes to the right of each email address.
Check on Enable to send email only when an error has occurred. Check on Log to send the import log after a
school has been imported (with or without errors).

Return Email To

When users receive an email, this will be displayed as the “from” email address.

-~ STIDistrict Import Configuration

SaL Server] Impart Times ] Errallment Builder Options ] Schoal ‘wite Back]

Enabled Log

SMTP Server: |mail. asts. com H

Ermail Address 1: |

Email &ddress 2: |

Email &ddress 3 |

Ermail Address 4: |

m [ E
m [ E

Email &ddress & |

Fieturn Ernail To: |daisi@y0urschoo|.edu

Ok | Qancel| Help |

Options Tab
Select from the following options per the district’s preferences.

Queue Manager

When configuring a typical installation of the Import Engine, where the program is installed on only one
computer in the district, select this option.

Import Node ID

When configuring a typical installation of the Import Engine, where the program is installed on only one
computer in the district, this should be set at 0.

Import Medical/Special Ed Data

Select this option to import SETS and Health Tracker data into the district database. Select this only if the
SETS program is installed at the schools.

Import GRD (Grade) File

Select this option to import student grades into the STIDistrict database.

Auto Delete Orphan Records

Select this option to delete “orphan” records from the database after each import.

An orphan record is any record in the database that does not have a matching student demographic record.
Import Inactive Students

Select this option to import “inactive” student records into the STIDistrict database.

A student record is set as inactive at the school when the student is not enrolled at that school, yet the school
wishes to keep the student data on file. This is typically done for “no-show” students on the first day of school.
Auto-eliminate Duplicate Inactive Records

Selecting this option will enable an option for the Import Engine to delete inactive student records for students
in the district database if an active record exists for the same student anywhere in the district.

Delete Backup Files After _ Days

After importing an upload file, the Import Engine saves that file to a backup directory. Select this option to
periodically (based on the number of days entered) delete these archived upload files from the backup directory.
Selecting this option will not delete any data from the database.
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Delete Log Files After _ Days

The Import Engine creates a log file as it is importing data. A new file is created each day, and these are stored
in the directory where the program is installed. Select this option to periodically (based on the number of days

entered) delete these log files from the directory.
_..-!""'; STIDistrict Import Configuration

X

I Schoal Write B ack,

— Import Options
v Queus Manager Import Mode O Iﬁ
¥ Import Medical/Special Ed Data

¥ Import GRD [Grade File]

v Auto Delete Dphan Records

¥ Import Inactive Students

[~ Auto-Eliminate Duplicate InfActive Students

v Delete Backup Files After |1 i (ETES

[w Delete Log Files After |1 0 D aps.
[~ Conwvert Incoming data bo UPPER CASE [Excluding SETS)

Ok | Eancell Help |

Click OK when done with configuration of the Import Engine.

About STIDistrict Import Engine version 9.0
The version 9.0 install created a new icon on the desktop, labeled “DistrictimportEngine_v9”. To start the Import
Engine, either double click on this new icon, or click on Start, then Programs, then STI Applications, then District

Import Engine v9, then DistrictimportEngine_v9.
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STIDistrict Net Update Notes

Updating STIDistrict Net
Do the following at each computer where version 8 of STIDistrict Net is installed:
1. Download the install file (STIDistrictNetInstall_V9.0.0.exe) to the local computer where STIDistrict Net is
currently installed.

2. Exit STIDistrict Net. Do this by right-clicking on the icon (looks like this - |% ) in the system tray and then
selecting Exit from the menu provided.

Yiew
View Log
Load Client

Edit Server Config
pload

About

- I
A

E' @ % % Tuesday

Uninstall District Net from the local computer. To do this, click on
Begin the installation by double-clicking on the STIDistrictNetInstall_\900.exe file.
Click Next to proceed past the Welcome screen.

i STI DistrictNet Setup =101 %]
B W TN TS U

o w

Welcome to the STI DistrictNet
Installation Wizard

It iz strongly recommended that vou exit all'wWindows programs
befare running thiz setup progran,

Click Cancel to quit the setup program, then close any programs
you have running.  Click Mext to continue the installation,

WARMIMG: This program is protected by copyright law and
international treaties.

Inauthorized reproduction or distibution of this program, or any
partion of it may result in gevere civil and criminal penalties, and
will be prozecuted ta the maximum extent possible under law.

Cahcel |
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6. Accept the default installation directory, and then click Next to continue.
{i STI DistrictNet Setup _(ol x|

Destination Folder

Select a folder where the application will be installed.

The ‘wize Installation wizard will ingtall the files for ST DistrictM et in the following folder,
To inztall inta & different folder, click the Browse button, and select another folder.

Y'ou can chooze not to install STI Districtt et by clicking Cancel to exit the 'Wise
Installation wWizard.

C:ASTIDistrictMeth, Browse |

" Dreztination Faolder

YWize Installation ‘wWizard®

¢ Back

Cancel |

7. During the installation the user is prompted to select either to install the program as a Desktop Application, or
as a Service. By default the program will install the Desktop Application (a regular Windows program). If the
program is being installed on a Windows NT, Windows 2000, Windows XP, or Windows 2003 Server, the user

may elect to install and run the program as a service.

i STI District Net Setup _ ol x|

v

Installation Options
Pleaze specify the type of installation to perform for STI District Met. \_E"/J

& |nstall District Met Server as a desktop application.
" Install DistrictMet as a Windows NT Serdce (Reqg Windows NT/2000/F2003)

wWize Installation Wizarde

Cancel |

= Back
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8. Ifinstalling as a Desktop Application, simply take all defaults when installing the program throughout the rest
of the installation until complete.
9. Ifinstalling as a Service, then you will be presented with the following screen:

ji STI District Net Setup _o ]

Logon Information
The follovving logon information is used by STI District Met. K_E_‘/J

Specify a uzer account which haz accesz tothe =TI Office Data files. Use the
Brovwse button to chooze users from your netvwork. For domainz, uzer names must be
in the format of DoMAIRNLzerkame.

zer Mame: || Browese. .. |

Password: |

Create Mew: Uzer ...

Wize Installation WizardE

= Back I Mext = I Cancel

To proceed, you are required to either enter the User Name and Password that will be used to start the service.
The account that is selected must have read/write access to the following folders:

-the local \Windows (or \Winnt) folder

-the STIOffice data folder, and all subfolders

-the local folder where STIDistrict Net is installed, and all subfolders

-the destination folder of the district server, if the “File Copy” method of moving data from the school to the
district is used.

*Note - In previous versions, the Local System Account was allowed to start the service. However, with version
8 this is no longer allowed.

10. When prompted that the installation was successfully completed, click finish. Shut down and restart the
computer.

11. After restarting the computer, the |%1 icon should appear in the System Tray. This will indicate that the
program has been installed and is currently running. The configuration (paths to school data, schedules, etc...)
will remain from the previous installation.
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12. If for any reason the program fails to start, run the installation file again, but this time select the “Repair” option

as shown below. Again, after the installation has completed, reboot.

i STI District Net Setup =101 x|

Application Maintenance
Select the mairtenance operation to perfarm. ‘\_i_/'{

= Change which application features are installed. Dizplays the
O Select Features dialog, which lets you configure individual
=0 features.

Reinztall mizzing or corrupt files, registry keys, and shortcuts.
%T Preferences stored in the registry may be reset to default values.
Py

Uninztall =TI District Met from thiz computer.

Wize Installation YWizardE

= Back | Mext = I Cancel

Uploading/Importing Data

When to Begin Data Uploads

Data should be uploaded to STIDistrict prior to the first day of school. This will allow use of the Enroliment Program to
make students who do not show for school on the first day “Inactive”.

Uploading “Inactive” and Preschool Students

To enable uploading of inactive students from a school, modify the setup for the school in STIDistrict Net Client as

follows:

Right-click on the STIDistrict Net icon in the System Tray of the computer where STIDistrict Net is installed.
Select “Load Client” from the menu.

From within the Client, click once on the “plus” sign to the left of the “Sites” icon.

Click once on the “plus” sign to the left of the computer name.

Click once on the icon with the school name.

Select the “Export Settings” tab

Select the option to “Export Inactives”

Click Apply button to save the changes.

After data has been uploaded and the option is to be turned off, repeat these steps and un-select the “Export
Inactives” checkbox.
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o Inthe grades field the preschool grade levels should be entered with a pipe symbol as a separator (ex.
95|96|97|98|99) This will ensure that the students can be enrolled and withdrawn with STIDistrict Enrollment
program.

&, DistrictNet Client -3

SelectaSteor [EELEE
School from the . .
?-i;nBE?lran JR Expot Seiings | 1] Last UD|DEIC|I Installed F'n:uglamsl

r Here you can change STl Office and STIS ets expot Setings

School Code: |'| 0
Grades: ISBISS

Export Options:
[ Period Attendance [ATP]
=[] Classroom Madule [CRM)
. L[] CRM Detai
= [ Special Ed [Z4F)
. L[ Export Special Ed. Only

‘... 7] Exportlnactives

This option should be selected in
STIDistrictMet setup for each school
only for the first few days of the school
year. After all student records have
been made inactive at a local school,
and have been uploaded at least once,
this aption should be un-selected.

Data Directony: I:-t:'\sstsE\

SETS [Special Ed)Data [uhsts24hts2000%
’—W Uze Default Pictures Directary [SSTS Data DirectonyWPCx]

Picture Directory: I:-t:'\ssts2\F'D<‘x

a0 5

1| | ﬂ Elﬁppl_l,l | ﬂCanceIl xl:lose |

Restart SQL Replication (KY Districts Only)

For Kentucky districts, STI/KDE will restart SQL replication for districts after their rollovers and updates have been
completed. A monitoring tool at the state will alert that the database is ready to restart replication, and there should be
no action required of the district unless otherwise directed by STI or KDE.

STIDistrict Workstation Update Notes

Typical Installation Method)
There are 2 methods for installing the STIDistrict Workstation, the Typical Installation method where the program is
installed on each computer, and the Network Installation, where the program is installed once to a shared folder on the
network. To perform the typical install of version 9.0 of the STIDistrict Workstation:
1. Close the currently installed version of the STIDistrict Workstation program.
2. Download the installation file (STIDistrictCore_v9.exe) for version 9.0 of the STIDistrict Core Components.
Install to each workstation where the program is installed. Take all defaults during the installation.
3. Download the installation file (STIDistrictWS_v9.0.xx.exe) for version 9.0 of the STIDistrict Workstation.
Execute the file, taking all defaults. Repeat this process on each workstation where the program is installed.
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Network Installation Method
To install using the Network Installation method:

1. Create a shared folder on the network that all users will be able to access from their workstations. Districts that
have previously used this method of installing the STIDistrict Workstation in previous years may continue to
use the existing shared folder.

2. Download the Network Installation version of the installation file (STIDistrictNetwork_v9.0.xx.exe) from
www.sti-k12.com.

3. Execute this file. Click Next to proceed beyond the Welcome screen.

ﬂ

Wwielcome to STIDistrict Metwark, Inztall pragram. This
program will install STIDistrict Workstation into network,
directory.

WEARMIMG: This program iz protected by copyright law
and international treaties.

Unauthorized reproduction or distribution of this program,
or any portion af it, may result in severe civil and cominal
penaltiez, and will be prosecuted to the masinum extent
pozzible under law.

Cancel |

4, Select the shared network folder and click Next.

;E-i!. Choose Destination Location il

Setup will ingtall STIDiztrict Metwork Inztall in the fallowing
folder.

To install into a different folder, click Browse, and select
anather falder.

ou can chooze not to ingtall STIDistrict Metwark Inztall by
~ clicking Cancel to exit Setup.

F:ASTID strictM etwork Browse... |

- "Destinatinn Folder

< Back

Cancel |
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5. Click Next to continue.

tart Installation

B s Py B
e e e

X

“ou are nowe ready to install STIDustnct Metwark Install

Press the Mest button to begin the installation or the Back
button ta reenter the installation information.

Cancel |

6. Click Finish.

nstallation Complete

STIDistrict Metwork Install has been successfully installed.

Press the Finish buttan to exit this inztallation.

x|

¢ Back

Canzel |
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7.

10.

11.

You must now visit each workstation to be installed, once per machine, to install the actual program. Updates
throughout the rest of the year will not require installing directly at the workstation. At each workstation,
browse to the shared folder on the network that you created in step 1. Double-click on the STIDistrictCore.exe
file to begin the installation at the workstation.

@ STIDistrictNetwork —1ol x|
File Edit Wiew Favorites Tools  Help | ;','
\ ~ b

O Back ~ (o) ~ 'ﬂ' | P ! Sgarch [f~ Folders | ' ,_33 X n | El'

fAddress I.,_’, F\STIDistrickMetwork d a &a
Falders X | | Name_~ | size | Type | Date Modified [
@ Deskbop | | [E] Districtwarkstation_v7.EXE.M. .. 1 KE  Text Document 06292004 2:39 AM

J—J My Dacuments = I'Q INSTALLLOG LKE Text Document 06(30/2004 S114 AM

= J My Camputer 2Z8KE HTML Document 12/04/2003 1:22 PM
< TBM_PRELOAD (C:) 10,923 KB Application 06(28/2004 10:41 P
b DUDJCD-RMW Drive (D7) 14,120 KB Application 06/29/2004 2:43 AlM

[l 2% stiapps on ‘liodsry' {F:)
) _ISTMPO.DIR
) common
|Z) DewTrack.
I 10D
1= ik
) Manecy
| PalmEmulator
|2 patches
I PCCERY
I PRINTERS
I Pycs
| setsup
D ssT
|2 Sstsz
| ssts40
1) 55T5M

) STIDistricthetwork
Jd - T _>l_I

Take all defaults during the installation, just as you would during the typical installation method.

On completion of the “Core Components” installation, the District Workstation installation will automatically
begin. Take defaults during that installation as well.

This installation will create a new icon on the user’s desktop, labeled DistrictWorkstation_v9. When the user
double-clicks on the “old” icon, it should open against the 2005-2006 school year data automatically. You

might consider renaming the shortcut for each icon to show the school year to avoid confusion. Instructions on
doing this follow in the next section.

*Note

Some users have found it helpful to rename the shortcuts to reflect the school year instead of the version
number. For example, instead of naming the icon DistrictWorkstation_v9, they have named it 2005-2006, and
instead of DistrictWorkstation_v9 they have renamed the icon to 2006-2007. If you wish to do this, simply
right-click on your icon, then select Rename. Type in the new name in the space provided, then click OK.

The first time the new program (version 9) is run, it will not connect properly to the SQL database. To
configure the new icon (version 9) to connect to the ‘DAISI’ database:

Double click on the icon labeled DistrictWorkstation_v9

A “Test ADO Connection” screen will appear. Click OK to proceed.
When prompted to edit the SQL Configuration, click Yes.
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EditsoL

\ ? ) would wou like to edit the SQL configuration?

e Enter the SQL configuration as shown here. Click OK to complete the process.

Fl sqL Connection Information il

Application: DISTRICTWORKSTATION

— Connection kethod

£+ Flegistry [Default]

" UDL File

— Connection Properties

Server Name: IYDur Server IP or Hame

[ratabaze: Il:laisi

dzer ID: Isa

Paszwaord: I"’“‘

Tireaut: ISEIEI

Test | Ok LCancel

STIDistrict Workstation Setup
e | oginto STIDistrict Workstation v9. Go to File, District Setup Menu, and then select District Setup.

Feport Discipline Graphs  Utlites  Window  Help
Student Desktop
Teacher Desktop
School Desktop

Courses Desktop

Import Menu
District Setup Menu

ser Security Setup Menu
SOL Configuration

District Course Cross Reference
District Infraction Cross Reference
Define Custom School Atributes
Errolment Settings

Grade Levels

Exit
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e  The program will default to the ‘User Preferences’ tab. Here, the district will need to enter the correct
information. Particularly, the school year will need to be setup for the 2006-2007. The County Number will
need to be entered for TEDS reporting purposes.

" District Setup

[ Diistrict Preferences T Uszer Preferences T Fiequired Figlds
Diztrict Setup T School ‘write Back T Auto Mumbering

District Name: | 9.0 TEST

Address 1: |123 TEST SCHOOL ROAD

Address 2 |

Ciy: [TESTCITY

State: 'KYi Zip: W
Phane: | 33:3-555-0000

‘ear 1: WEI ‘ear & WEI
District Ma: 258

Cotnty Mo 123 Couinty: |

ﬂ Ok ‘ Cancel |
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o At the ‘District Preferences’ tab, districts can setup optional settings.

" District Setup

[ District Setup T School “rite Back T Auto Mumbering

iDistrict Preferences: T Uszer Preferences T Required Fields

[~ Show photos on Student Dezkiop.
[ Use School Mumbers ta Sort Pictures

URC Path to Photas |

[ Hide menu for Other State reports on Reports Menu,
[ Prompt to Save Conflict Reports

[T Require cage sensitive passwords.,

ﬂ ak. | Cancel |

e The “User Preferences’ tab also allows the district to select optional settings.

iy District Setup

f Digtrict Setup T School 'wirite Back T At Mumbering

District Preferences T User Preferences T Fequired Fields

[ ilze Schoaol Grouping 'With Schoal Select.
[ Show Mon Member Schoolz in School Select.
[ Check intermet for STIDistrict updates on start up.

? Ok LCancel
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STIDistrict Workstation Enroliment Settings

*Note: All enrollment settings that are selected in STIDistrict Workstation are district specific.

e Loginto STIDistrict Workstation v9. Go to File, District Setup Menu, and then select Enrollment Settings.
e At ‘Enrollment Options,” the items selected will be the information that will follow a student who is
withdrawing from School A and enrolling into School B (within the same district).

District Enrollment Options

pt T Feeder Options T Other Settings T [uplicate Criteria

[rata Movement Settings

These optiohs apply to data that will be transferred between schools
when a student moves from one school to another,

Attendance Hiztary

Career Plans

Contacts

Dizcipline Higtom

Entrp A ithdraweal

Fees

LEF

M edical

Requests

Special Education [SETS)

Tests

Tranzcripts

Transfer Al Grades for Curent v'ear
ger File 1

I zer File 2

Uzer File 3

I zer File 4

Ilzer File 5

Ilzer File B

Enable STI Health w

All Mone

(0] | Cancel |
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e Through ‘Feeder Options,” information selected will be the criteria that will follow a student when the “Import
Feeders’ are used through the STIDistrict Enrollment program. This information will be retained for a student
who is moving to the ‘Next School’ in the district.

District Enrollment Options

ST Other Settings T Duplicate Criteria

E nraliment O ption:s T

Student Data to Impaort

These optiohs apply to data that will be moved between schools to prepare for new
school pears.

e N ~
Dizciplire F
EntpAfithdrawal History
Fees
GPA Infarmation
Health
Irmmunizations
Medical
Special Education [SETS)

Skillz —
Special Instuctions
Student and Guardian+

Tests
Tranzcript
Idzer File 1
IJzer File 2 hat
All MHaone
Yalue Added to Grade Level
ok | LCancel |
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e The ‘Other Settings’ tab allows for extra options to be utilized by the STIDistrict Enroliment program.

District Enrollment Options

EnrnllmentDptionsT Feeder Options T Other Settings T Duplicate Criteria

Other Settings

Select among the following Other E nrollment Settings

Allowe enrollment of students not withdravn A
Allaw partial enroliment of students enralled in another zchoal

Build enrallment for students bazed on Entrplwfithdrawal

Check. for duplicate alternate student nurbers

Check for duplicate state student numbers

Convert data to UPPERCASE

Distict uzes Assignment Process

For Addresz Selection, allow text to be appended to number

For Addresz Selection, append street direction to end of street name

Fequire forced withdrawals to be rezolved [E'WH Matrix) W

[ Allows zchools to make students inactive until State Enrallment

Server ||
Select Date:
zer

[ Usze default entry and withdraweal times Pasz

Default Home Foom

[ Rezet students lunch status |

J E'R Matrix |

ok | LCancel

Options Include:

e  Selection of ‘Other Enrollment Settings’

e Allow schools to make students inactive until a specified date

e Reset students lunch status

e  State Enrollment Configuration

34 e Start of Year Procedures

STI_0622061240

2006 STIDistrict KY



Attendance Reports

Daily Attendance Report (Simple)

e Torun the report, select Report | Attendance Reports | Daily Absentee List (Simple). This report will
produce a list of attendance for a given date including Student ID you have selected, Student Name, and the
Attendance Code.

w Discipline  Graphs  Ukilikies  Window  Help

| Conflick Reparks b
—__ | Attendance Reports Daily Absentee List {Simple)
|ﬁ"§' select Schools 5[
— School Select:

Select é"

EFENTUCEY MIDDLE TEST SCH Mone
EENTUCKY HIGH TEST SCH

Frint

Cancel |

e  Select the school(s) to include in this report and click OK.

I3 Daily Attendence List (Simple)

Report Options T Attendance Codes T Grades/Groups

|0 Ta Prnt: Order By:

|Student Murmber j |Last M amne j

Dater

| 9 /11,2006 ﬂ [ Break after every schoal
QOutput to

{+ Printer " Fised-width file " Comma delirmited file

Cancel
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o ID to Print — Select from the dropdown Student Number, Social Security Number, or Alternate Student

Number.
e Date — Select the attendance date for the report.
e  Order by —Last Name, Attendance Code, or Student Id.

e Break after every school — Check this option to allow page breaks after each school.

e  Output to — Select the option for the output of Printer, Fixed-width file, or Comma delimited file.

e Click on the Attendance Codes Tab.

4 Daily Attendence List {Simple)

Feport Ophionz T EET Grades/Groups

Codes
Select Codes: |.f3.|| j

Select [ Code Drezcription
i 2l PERIOD ABSEMCE -
AFD ARMED FORCES DYy 1

v
v | AME Ak TARDY EXCUSED
v |AMT A TARDY EXCUSED
v |aMU Ad TARDY UMEXCUSED
v |CW COLLEGE WISIT
v |E ExCUSED ALL DAY
lv |ED Ex DOCTOR ALL DAY -
I a [l Wl CFrd T CRILIALTTLICRIT S
Ok Cancel

e Select the attendance codes to include in the report manually or click the dropdown box to select All or None,
then click the Grades/ Group tab.

I3 Daily Attendence List (Simple)

Report Ophions T Attendance Codes

Attendance Groups T Grade Levels

Select Attendance Groups

Students in the zelected

Group | Al attendance groups will be
OHxH excluded from the report.
Haone
CHURLA
Onco
Ok | Cancel |

e Select the Attendance Group(s) to exclude in the report then click the Grade Levels tab.
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Iy Daily Attendence List (Simple)

Fiepart Options T Attendance Codes T Grades/Groups

Aftendance Groups

|

Select Grades

[ |3
7

A3
[ 10

Me W

Grade Level ~ Al

Hone

ok |

Carncel |

e Select the Grade Level(s) to include in the report and click OK.

e Torun the report, select Report | Attendance Reports | Daily Absentee List (Detailed). This report
will produce a list of attendance for a given date including Student Id, Student Name, Student Address, Phone,
Work Phone, Bus, Attendance Type, Consecutive Absence, Grade, and Homeroom.

S Feport

Discipline  Graphs

= Zonflick Reports

Attendance Reports

. Masker Schedule Reports #

4" Select Schools

Daily Attendance Report (Detailed)

LIkilities
b
Duaily Absentee Lisk {Simple)

Window  Help

Daily dbsentes Lisk (Detail)

— School Select:

School Mame

" ELEMENTARY
KEMTUCKY MIDDLE TEST SCH
KEWTUCEY HIGH TEST 5CH

&l

MHaone

Print

Cancel |

e  Select the school(s) to include in this report and click OK.
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s’ Daily Attendence List (Detailed)

Report Options T Attendance Codes T Gradez/Groups

|D Ta Print: Order By:
| Student Mumber ﬂ ﬂ A e—— =
Date: v| Student Last Mame

'3 A1/2008 -] ||~ S

Address To Print

{* Shudent
[ Consecutive Absences ™ Guardian

| Page break after every school

Output to
« Printer " Fized-width file " Comma delimited file

Cancel |

o ID to Print — Select the option that you want to print from the dropdown list Student Number, Social Security

Number or Alternate Student Number.

e Date — Select the date for the attendance.

e Order By — Check the sort order from the list Grade, Homeroom, Student Last Name, Student ID, or Guardian

Name.

e Page break after every school- This will separate the schools with page breaks.
e  Consecutive Absences- Reports the number of days with consecutive absences.

e Address to Print- Select the address to print on the report student or guardian.

e  Output to- Printer, Fixed-width file, or Comma delimited file.
e Click on the Attendance Codes Tab.

Feport Options T ,At Gradez/Groups

Codez
Select Codes: |.-’-'«II ﬂ

Select | C Description
X PERIOD ABSEMCE

AFD ARMED FORCES DAY
AME &AM TaRDY EXCUSED
AM TARDY EXCUSED
Al &AM TaRDY UME=CLUSED
W COLLEGE WI5IT

5] HALF DAY UMEXCUSED

r [ N ai el N M 1Y)

o < <l <0<l <] <] <1
-
=
=

SEIPPING —

oK | Cancel |

e  Select the Attendance Code(s) to include in the report then click the Grade Levels tab.
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s Daily Attendence List (Detailed)

FReport Options

T Attendance Codes T

Attendance Groups

Select Attendance Groups

Group |

OHH
I HURLA

Owuco

[

Grade Levels

Students in the
zelected attendance
aroups will be
excluded from the
report.

Cancel |

Iy Daily Attendence List (Detailed)

Select the Attendance Group(s) to exclude in the report and click on the Grade Levels tab.

Repaort Optiohs

T Attendance Codes T Grades/Groups

Attendance Groups

I

Select Grades

Grade Level |
B
7
]
]

B4 10
(w1 KK

ok,

Cancel |

Select the Grade Level(s) to include in the report and click on the OK.
Daily Attendance Report (Single Day)

To run the report, select Report | Attendance Reports | Daily Attendance Report (Single Day). This
report will produce a list of attendance for a given date including Student Id, Student Name, Date of Birth,
Homeroom, Type, Code, and can include Total Number Absences by Code.
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w Discipline  Graphs  Utilities  Window  Help

i | Conflick Reparts b e

Attendance Reports
Master Schedule Reports  #
Discipline Repaorks

Caily Absentee List {Simple)
Daily Adbsentes List (Detail)
Daily atkendance Report (Single Day)

|ﬁ'}' Select Schools |
— School Select:
School Hame All
KEMTUCEY MIDDLE TEST SCH E7S Mone
KEMTUCKY HIGH TEST SCH 4234
Print

Cancel |

e  Select the school(s) to include in this report and click OK.

I4" Daily Attendance Report

Heport Options T Aftendance Codes T Grades/Groups

f* Twocolumn:  © Three columnz

Output to
&+ PFrinter (™ Fired-width file

IC Ta Print: Order By

|Studenl Murmber ﬂ |La$t M ame ﬂ
Feport date:

| 9./11/2008 | ¥ Prirt attendance tupe

[v Print student |0 Iv Print attendance code

[ Prirt tatals

Report bpe

" Comma delimited file

Cancel

e ID to Print — Select the option that you want to print from the dropdown list Student Number, Social Security
Number or Alternate Student Number.

e Date — Select the date for the attendance.

e Order By — Check the sort order from the list Student Last Name, Student 1D, Date of Birth, Homeroom, or

Grade.

e  Print Student Id — If checked the report will print the student ID.
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e Print Totals — If checked the report will print the attendance code totals on the last page of the report.

e Print Attendance Type- If this option is selected the report will print the attendance type for each student on the
report.

e Print Attendance Code- If this option is selected the report will print the attendance code for each student on the
report.

e Report type- Select the option of a two column or three column report format.

e  Output to- Printer, Fixed-width file, or Comma delimited file.
e Click on the Attendance Codes Tab.

I4" Daily Attendance Report

Fepaort Options T ,A : T Grades/Groups

Codes
Al | None |
Select |Code Description
v jelele PERIOD ABSERCE -
v | (EEE SKIPFING [—i
v |&FD ARMED FORCES DAY
v | A&ME Ab TARDY EXCUSED
v | aMT Abd TARDY EXCUSED
v AL Ab TARDY UMEXCIJSED
v | COLLEGE WISIT
v D HALF DAY UNEXCIJSED -
I a r L el Tl T e
Ok | Cancel ‘

e Select the Attendance Codes(s) to include in the report then click the Grade Levels tab.
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I4" Daily Attendance Report

Fepaort Options T Attendance Codes T Gradez/Groups
Attendance Groups T Grade Levels
Select Attendance Groups
G | Al Students in the elected
Dr':'ul:' e attendance groups will be
HH excluded from the repart,
Mone
OHURLA Q
Onco
Ok | Cancel ‘

e Select the Attendance Group(s) to exclude in the report and click on the Grade Levels tab.

4 Daily Attendance Report

Feport Optiohs T Attendance Codes T Gradez/Groups

Attendance Groups | Grade Levels
Select Grades

Grade Level Lo

% I3

Mone

7 Q

=

b3

[ 10

[ 11

Bd1z w

OF. | Cancel ‘

e Select the Grade Level(s) to include in the report and click on the OK.

Cumulative Absence Report

e Torun the report, select Report | Attendance Reports | Cumulative Absence Report. This report will
produce a list of attendance for a given date range including Student Id, Student Name, Guardian Name, Date
of Birth, Phone, Grade, Sex, Race, Absences, and Tardies greater than a given number of days.
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File

Discipline  Graphs  Ukilities  \Window

»

Conflick Reparks

Help

Attendance Reports
Masker Schedule Reports
Discipline Reparks
Student Reports

v v v

[f4” Select Schools

— School Select;

Cumulakive Absence Report

Draily Absentes List (Simple)
Draily Absentee List (Detail)
Draily Atkendance Repart (Sir

School Hame

KENTUCKY MIDDLE TEST SCH 675
KENTUCKY HIGH TEST 5CH 4234

Print

Cancel |

e  Select the school(s) to include in this report and click OK.

4 Cumulative Absence Report Options

Heport Options T Aftendance/Grades/Group Codes

— Repart Options

- Criteria
ID Ta Print: v Absences:
Student Mumber

¥ Show dbsences

j I Greater Than

Starting Date: I g1 2006 vl [~ Tardies:

1l o0 B

¥ Show Tardies

Ending Date: [ 5 /28/2007 w| [Foaicr 7o

-l &=

— Sorting

ﬂ Schoal

Last Hame
First M ame
f 2| (e Hiddle Name

>

v Include Withdrawn Students
— Output ta

& Printer ™ Fixed-width file ™ Comma delimited file

EIKl
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o ID to Print — Select the option that you want to print from the dropdown list Student Number, Social Security
Number or Alternate Student Number.

e  Starting Date — Select the starting date for the attendance report range.
e Ending Date — Select the ending date for the attendance report range.

e  Criteria — Absences — Select from the dropdown box the option of Greater Than, Less Than or Equal to a given
number of days.

e Tardies- Select from the dropdown box the option of Greater Than, Less Than or Equal to a given number of
tardies then select the option to show tardies.

e  Sorting — Select the order for the sorting of the report School, Last Name, First name, Middle Name, Grade
Level, and Student ID.

e Include Withdrawn Students- If this option is checked the report will include withdrawn students.
e  Output to- Printer, Fixed-width file, or Comma delimited file.

e Click on the Attendance/ Grades, Group Codes.

I\ Cumulative Absence Report Options

Report Options T Attendance/Grades/Group Codes:
Codes
Select Codes: |.-’-'-.II j
Select | Code
AM TARDY EXCUSED -

v [AMT AN TARDY EXCUSED J

lv  [AML Ad TARDY UMEXCUSED

v |AFD ARMED FORCES Day

= COLLEGE WISIT

lv [EHD EDUC ENHANCEMENT OPP hd

Studentz in the selected attendance groups will be excluded from the report.
Select Attendance Groups

Select Grades

Giroup | Al GradeLevel | | Al
OHH [¥l&
Maone Mone
CJHURLA Q [#17 Q
Ouco [#]=
¥4
[#l10
| EE| o
K ‘ Eancel‘

Select the Attendance Codes(s) to include in the report.
Select the Attendance Groups to exclude in the report.

Select the Grade Level to include in the report click OK to process the report.
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Attendance Report (ADA/ADM)

e Torun the report, select Report | Attendance Reports | Attendance Report (ADA/ADM). This report
will produce a report of attendance for a given attendance month or months including by grade level ADA,
%ADM, Aggregate Attendance, Aggregate Membership, Membership Days, and Membership.

j

File Discipline  Graphs  Utilities  Window  Help

i | Conflick Reports (¥
Atkendance Reports Draily Absentee List (Simple)

Master Schedule Reporks Draily Absentee List (Detail)
Discipline Reports k Draily Attendance Report (Single
Student Reports k Cumulative Absence Report
Teacher Reports r Attendance Report (Al a0
4" select Schools |
—School Select:
All
4 ELEME TE
KEMTUCKY MIDDLE TEST SCH Mone
KEMTUCKY HIGH TEST SCH
Frint

Caticel |

e  Select the school(s) to include in this report and click OK.

' ADAZADM Report Options

Report Options T Aftendance Codes T Attendance Groupz
[ates Select Grade
Attendence Month H#1 w10
Attendence Month #2 w11
Attendence Month #3 w12
Attendence Month 4 w14
Attendence Month #5 v B
Attendence Month #E =) w7
Attendence Month #7 w|
Attendence Month #3 bl v
Al Maone Edit...
Optiong
|7 Count grade 0 az half day. [ Print Summary Report Only
[ Page Break After Every School
[ Show Date Legend for Custom Dates

Cancel

2006 STIDistrict KY STI_0622061240 Start of Year Procedures o 45



All

e Dates — Select attendance month(s) for the report. You can click on the Q Button to select all

attendance months or M Button to unselect the attendance months. Click the M Button to

customize the date range for the report.

. Edit Date Range
Al Period: 1

{+ Default [State At System File)
" Custarm Date Range

FAEAS2005
8/31/2005 -

Cancel |I

o Default (State Att. System File) selects the attendance month select date range from the State Attendance

System File in ST1Office.

e Custom Date Range- If select allows you to select a custom start and end date.

e Count Grade 0 as half day — Select this option if you calculate Grade 0 as Half day attendance.

e Page Break After Every School — Select this option to page break after each school.

e Show Date Legend for Custom Dates — This will include the Custom Date range if you selected to do a custom

date range for the attendance report.

e  Print Summary Report Only — This will allow you to print a summary report only that includes the summary for
each school selected and also a district summary which includes ADA, %ADM, Aggregate Attendance,

Aggregate Membership, Membership Days, and Membership.

e Click on the Attendance Codes Tab.

it ADAJADM Report Options

Report Optiohs T

T Attendance Groups

Attendance Codes

Description
PERIOD ABSEMC
SEIPFIMG —
AFD ARMED FORCES DAY
AE Ab TARDY EXCUSED
AM TARDY EXCUSED
Ardl Ab TARDY UMEXCUSED
[ COLLEGE %ISIT

O HaLF DAY UNE=CUSED

[ FRATLIET D Al Fonss

Select |Code

ARV EA RV EREA ERIER
-
=
=

LCancel
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o Select the Attendance Codes(s) to include in the report then click the Attendance Groups Tab.

li" ADAJADM Report Options

Repart O ptions T Attendance Codes T {Attendance Groups
Select Attendance Groups
Group | Al Students in the zelected attendance
OwH groups will be excluded from the report.
Mone
OHorFE #
OHURL:
Owco
ok LCancel

o Select the Attendance Group(s) to exclude in the report and click on the OK to process the report.

Academic Year: 2000 - 207 ADA/ADM Attendance Report
Attendance Periods: 1|2 Codes: @@@ AFD|AME|AMU|CY|EED|EHO|EPN|HHU|I3S PME|PIMU|PMES[S & TE TUU
*- Indicates custorndate range
SECOND KENTUCKY HIGH SCHOOL
Gr(l| 1 2 3 4 5 6 7 8 9 10 11 12 YTD
9] ADA 12.37 880 = = B = = B = = = = 10.38
%ADA 95.14% 9341 % - - - - - - - - - - 9441 %
ADM 13.00 9.10 = = S = = S = = = = 11.00
Agg. Atx. 235.00 170.00 - - - - - - - - - - 405.00
Bag. Mem. 247.00 182.00 = = S = = S = = = = 428.00
MembDays 149 20 - - - - - - - - - - 38
Myrship 13 - - - - - - - - - - - 13
EI ADA 768 5.30 - - - - - - - - - - 646
%ADA 91.25% 89.83% = = = = = = = = = = 90.65%
ADM g.42 5.90 - - - - - - - - - - 713
Agg. Atx, 146.00 106.00 = = = = = = = = = = 252.00
mgg. Mem 160.00 118.00 - - - - - - - - - o 278.00
MemDay 19 20 - - - - - - - - - - 34
IMbrship 2 - - - - - - - - - - - g
m ADA 11.26 785 - - - - - - - - - - 936
% ADA 91.85% 86.78% - - - - - - - - = = 89.68%
ADI 12.26 8.70 - - - - - - - - - - 10.44
Agg. Atx. 214.00 151.00 - - - - - - - - - = 365.00
hgg. Mem 233.00 174.00 - - - - - - - - - - 407.00
MembDays 19 20 - - - - - - - - = = ic]
Ibrship 12 - - - - - - - - - - - 12
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Academic Year: 2006

Attendance Periods: 1)2
*- Indicates custom date range

- 2007

ADA/ADM Attendance Report

Codes: @@@|AFD|AME|AMUCY |E[E DIEHO|EPH| HH US| PIE|PMU [FMX|S|S A| TE| TU[U

12| ADA 16.37 10.74 B = = = = B = = 13.49
%ADA 06.28% 91.49% = = = = = = = = 094.27%
ADM 17.00 11.74 S = = = = S = = 14.31
Agg. Atx. 311.00 215.00 - - = = = = = = 526.00
Bag. Mem 323.00 235.00 - - S S S o S S 558.00
MemDays 19 20 - - - - - - = = 39
Mbrship 17 B = - - - - - o o 17
Total| ADA 47 68 3210 B = = = = B = = 39.69
“%ADA 94.08% 90.55% 92.58%
ADM a0.68 35,45 - - - - - - S S 42.87
Agg. Atx. 906.00 642.00 - - - - - - - - 1,548.00
Bag. Mem. 963.00 708.00 - - - - - - - - 1,672.00
Mbrship 50.00 - - - - - - - - - 50.00
District Sunumnary
Gl'(l| 1 2 3 4 5 5 7 i3 9 10 11 12 YTD
9 ADA 1237 550 - - - - - - - - 10.38
%ADA 95.14% 93.41% - - - - - - - - 94.41%
ADM 13.00 9.10 - - - - - - - - 11.00
Agg. Atx. 235.00 170.00 - - - - - - - - 405.00
ag. Mem 247.00 182.00 - - - - - - - - 429.00
MembDays - - - - - - = = = = =
Mbrship 13 - - - - - - - - - 13
Academic Year: 2006 - 2007 AD;&_/:\.DI\[ :&tt@l‘ld ance Rel)Ol't
Attendance Periods: 1)2 Codes: @@3AFD|AME|AMUICV|E[E DEHO|EPH| HIHU| L33 PME|PMU | PLS|S A| TE| TUU
*- Indicates custom date range
10] ADA 7B 5.30 - - - - - - - - 646
%ADA 91.25% 89.83% - - - - - - - - 90.65%
ADM 8.42 5.90 - - - - - - - - 713
Agg. Atx. 146.00 106.00 - - - - - - - - 252.00
Bag. Mem. 160.00 118.00 - - - - - - - - 278.00
MembDays - - - - - - = = = = =
Mbrship 8 - - - - - - - - - a
ﬂl ADA 11.26 T.58 - - - - - - - - 9.36
%ADA 91.85% 86.78% - - - - - - - - 89.68%
ADM 12.26 3.70 - - - - - - - - 10.44
Agg. Atx. 214.00 151.00 - - - - - - - - 365.00
Aag. Mem 233.00 174.00 o S S S S o S S 407.00
MemDays - - - - - - = = = = ©
Mbrship 12 B = - - - - - o o 12
1Z] ADA  1637|  10.75 - ; : : - - - : KRR
“%ADA 05.28% 91.49% = = - - - = = = 94.27%
ADM 17.00 11.74 o S S S S o S S 14.31
Agg. Atx. 311.00 215.00 - - = = = = = = 526.00
Bag. Mem 323.00 235.00 - - S S S o S S 558.00
MemDays = = = = = = o o o o -
Mbrship 17 S o S S S S o S S 17
Tot-ill ADA 47 68 3210 B = = = = B = = 39.69
%ADA 94.08% 90.55% 92.58%
ADM 50.68 35.45 S = = = = S = = 42.87
Agg. Atx. 906.00 642.00 - - = = = = = = 1,548.00
Rag. Mem 963.00 708.00 - - - - - - - - 1,672.00
Ibrship 50.00 - - - - - - - - - 50.00

Daily Attendance Summary
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e Torun the report, select Report | Attendance Reports | Daily Attendance Summary. This report will
produce a report of attendance for a given attendance date range including by date, membership, tardies,
Absences half and full day, Total, Attendance, and Percentage. This report will also include Report Summary
with totals and average for each school selected.

File

Discipline  Graphs  Uklities  Window  Help

b

onflick Reports

Attendance Reports Daily Absentes Lisk (Simple)
Daily Absentee Lisk (Detail)

Duaily Atkendance Report (Si
Cumulative Absence Repart
Attendance Report (ADA AL

Masker Schedule Reports
Discipline Reparts
Student Reports
Teacher Reports
Miscellaneous Reports

T ¥ vy v v

Duaily Attendance Summary:

4" Daily Attendance Summary

Schools T Grades/Groups )

— School Select:

Schoaol Hame Code Select Al
< SECOND MIDDLE TEST SC —
SECOMD KEMTUCEY HIGH SCHO[ 549 Hone

FErint
— Select Dates
Report Start Date Report End Date
2006, tay 02 | 2007, Map 18 =l
[~ Group by grade level [+ Page break bebween schools
[+ Group by school [T Show legend
Dizplay Repart | Cloze

e Select School- Select the school(s) to include in the report.

o Report Start Date- Select the Report Starting Date.

e Report End Date- Select the Report Ending Date.

e  Group by Grade Level — Select this option to group grade levels in the report.

e Page break between schools — This will allow page breaks after each school reports.
e Show Legend — When the report prints it will include the starting and ending date.
e Click on the Grades/ Group Tab.
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4 Daily Attendance Summary

Schoolz T

Attendance Groups T

[Grade Levels

Select Attendance Groups

Students in the selected

[~ Group by grade level
v Group by school

Group | All attendance graups will be
O HH M excluded from the report.
one
O HoFE —
O HURL:,
Owco
Select Dates
Report Start Date Report End D ate
|2005, Aug 03 | 2007, Map 18 |

| Page break between schools
[~ Show legend

Dizplay Fiepu:urt| Cloge |

e Click on the Attendance Groups tab -Select the Attendance Group(s) to exclude in the report and click on the

OK to process the report.

it Daily Attendance Summary

Schools T

Grades/Groups

Attendance Groups T

Select Grades

Grade Level ) All

ke
b7
[z
B4
410
[ 11 L7

Select Dates
Feport Start Date

Report End Date

|2005, Aug 08 |

[~ Group by grade level
v Group by school

|2005, Dec 15 |

[ Page break between schools
v Show legend

DisplayFiepDrt| Cloze ‘
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e Click on the Grades/ Groups tab -Select the Grade Level(s) to include in the report and click on the Display
Report to process the report.

Current School Counts

e Torun the report, select Report | Attendance Reports | Current School Counts. This report will
produce a pivot table that will allow the report to show School Name, Transportation Codes, Grade, Sex, Lunch,
LEP, ESL, Migrant, Gifted, Special ED 1-5, Homeroom, and Race codes as selected by the user.

File Discipline  Graphs  Utilities  Window  Help

kA

Draily Absentee List (Sir
Draily Absentes List (Del
Draily Attendance Repor

Conflick Reparks

Atkendance Reports

Master Schedule Reports
Discipline Reports
Cumulative Absence Re
Attendance Report (a0
Draily Aktendance Surmm
School Lisk

Student Reports
Teacher Reports
Miscellaneous Reporks
kentucky Reporks

L . AR Y B

Current School Counks

5" School Counts E] [L
-::huuls: T Grades/tttendance Groups |
— School Select;
School Mame Code Select 2l

COMD MIDDLE TEST SCH
SECOMD KENTUCKY HIGH SCHOOL 543 Mone

Frirt

_ Mate: Only Schools YWith A % alid
Reparting Date: IL.-'-‘-.ST LPLOAD ;I Calendar Day Matching The Selected
Reparting Date ‘Wil Appear [n Report.

Ok Cancel |

e  Select School- Select the school(s) to include in the report.

e Reporting Date- Select the Report Date **Note** Only Schools with a valid calendar day matching the selected
reporting date will appear or select the Last Upload option to view the report from the last upload.

e Click on the Grades/ Attendance Groups tab.
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i 'School Counts
Schoals T {Grades/Attendance Groups

Students in the zelected attendance groups
will be exciuded from the report.

Select Attendance Groups Celect Grades
ﬁﬂw | Al Grade Level | | Al
HH 1

Mone 3
CIHoPE [ 10 Hone
D HURLA 11
Onco 12
14 3

Mate: Only Schools 'with A Walid

Reparting Date: |L.~'-‘«ST JPLOAD ﬂ Calendar D ay Matching The Selected
Reparting Date Wil Appear In Report.

Ok Cancel

e Click on the Attendance Groups tab -Select the Attendance Group(s) to exclude in the report

Select Grades- Select Grade Level(s) to include in the report and click on the OK to process the report.

f4" School Counts Fo
Tranzported [+ |Grad Lunch [« |LEP FWW’W sp_educ 1> sp_educ 2+ |sp_educ 3] |sp_educ_4 [+ [sp_educ 5[

School Mame Tatal
ki SECOMD MIDDLE TEST SCH 5% 19.00 =
|20 13.00

Tatal

Expart |

Nran the titles shnwve tnnivat the bahle

e Leftclick on a button, drag and drop beside the School Name or across the top of the form to display selected

information.
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i1’ School Counts For: LAST UPLOAD

Transported [ |Sex [+ |Lunch [« |LEP [+ [ESL [+ |Migrant [+ |Gifted [+

sp_educ_1[|sp_educ_2[+ |[sp_educ_3[* |sp_educ_ 4+ |sp_educ 5

Home Room [+

School Marne Tatal
ElKy SECOND MIDDLE TEST SCH |08 FUTE 200 51
o7 600 600
08 7.00 7.00
12 200 200
Total |19.0019.00
Tatal 13.0019.00

o i

eI R e e e e Expart | Bigt | Cloe

e A user can select as many buttons and drag and drop to display the select button in the pivot table.

e A user can click on the dropdown arrow on the button to select or exclude data from the report by unselecting
the box beside the data.

[t School Counts For: LAST UPLOAD

= Tatal
=IF =1 Tatal
School Mame NT | Tl | Total
=lkcv SECOND MIDDLE TESTSCH  |=l5e6ss |07 1 1.00 1.00 1.00 1.00 %
ns 200 200 200 200 4.00 4.00
Toa | 200 200 3.00 3,00 500 500
ElEoon 0g 1.00 1.00 1.00 1.00
0z 200 200 1.00 1.000 3.00 300
14 1.00 1.00 1.000 1.00
Toa | 300 300 1.00 1.00 200 500 500
= iyl 0g 1.00 1.00 1.00 1.00
o7 .00 300 3.00 300
Total 300 1.00 400 4.00 4.00
=z o7 300 300 1.00 1.000 4.00 4.00
14 1.00 1.00 1.000 1.00
Total 4.00 4.00 1.00 1.000 5.00 500
Total 9.00 9.00 800 20010.0019.0019.00
Tatal 9.00 9.00 800 20010.0019.0019.00
K AJJ
Pian the flles shiwe in nivni the (bl Eipor | Pipt | Cloze ||

e  Export Button- Click on the M button to select the option to print, export to text, or export to Excel.

e  Print Option or Print Button - The print option or M button will display a print preview screen as shown
in the example below.
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e Export to Text- This option will allow the user to export the report to a text file format as show in the example
below.

I Export.txt - Notepad

Fle Edit Format Yiew Help

1 1 1 1 1 1 Total

F F M M M Total F

NT Total NT T1 Total NT NT
KY SECO 55555 07 0 0 1 0 1 1 1
KY SECO 55555 08 2 2 2 0 2 4 4
KY SECO 55555 Total 2 2 3 0 3 5 5
KY SECO 6000 06 0 0 0 1 1 1 1
KY SECO 6000 08 2 2 1 0 1 3 3
KY SECO 6000 14 1 1 0 0 0 1 1
KY SECO 6000 Total 3 3 1 1 2 5 5
KY SECO 7101 06 0 1] 0 1 1 1 1
KY SECO 7101 07 0 0 3 0 3 3 3
KY SECO 7101 Total 0 0 3 1 4 4 4
KY SECO 8102 07 3 3 1 0 1 4 4
KY SECO 8102 14 1 1 0 0 0 1 1
KY SECO 8102 Total 4 4 1 0 1 5 5
KY SECO Total 9 9 8 2 10 19 19
Total 9 9 8 2 10 19 19

e Export to Excel- This option will allow the user to export the report to an Excel Spreadsheet. **Note** The
column heading will export to Excel except for the selections that are place by the school name as shown in the
example below.

Microsoft Excel - Book1

E_)j File  Edit Miew Insert Format Tools Daka  Window Help  ‘WebEx Type & ques
HRRE=A " REEE A= AT« Wi RN R NS > -gu@_@ﬁgm

LG #  o s na 5 | (2 My G | v Reply with Changss.., End Review.., !

A1 - i
A A = O == e -

1 G B 53 7] 7 7 7 7 g g
| 2 | ] il Tatal F F ] il Total F F
| 3 | T1 Total MNT Total MNT Total MNT Total |
| 4 |KY SECOND MIDDLE TEST SCH 2 2 2 3 3 g =) g 4 4
5 [Total 2 2 2 3 3 5 5 g 4 4

e  Close Button- Click on the W button to go back to the school count report window. Click Cancel to exit
the report.
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Student Desktop

e Select File | Student Desktop or click onﬂ icon. This desktop will let you search for individual
students by name, school, student number, SSID, or street. It allows you to include inactive students if selected.
The student desktop will display student name, student number, SSID, grade, homeroom, withdrawn date(if
student is withdrawn), school name, and school number (if student is inactive the school number will have an

Advanced Search |

asterisk in front of the school number.) The button can be used as a query tool for student

information.

Feport  Discipli
Student Deskiop
Teacher Deskkop
Schonl Deskkop
Courses Deskkop

'y’ Student Desktop

1 ool | =9
Search Data
Marme: |STEPHENS,.‘3« School: | Search
Studert ssim: | Clear
Street; | [ Include Inactives Cloze
Advanced Search ? Print
Student Name Student #  [S5ID Grade |Home |'withdrawn | School SH

STEPHENS, ADAM R, |3 8 [194a047926|7  |7Mon | |¥ov SECOND MIDDLE | 428

List Count: 1

e Name - enter last name separated by a comma then a space first name or at least the first three characters of the
last name.

e School - enter the school name.
e  Student Number-enter the students number
e SSID- enter the SSID

e  Street — enter the street name for a list of students that have the street address.

o | Includelnactives  cpeckbox- If this box is checked the search will include inactive students.

i Advanced Search i

Button — is used as a query tool for student information which includes Student Guardian
Records, Student Records, and User Files 1-10.
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ﬂ Button - after enter one or more of the search criteria’s click this button to display searched

criteria.

. ﬂ Button- clears all entered information on the student desktop.
ﬂ Button — closes the student desktop.

° w Button- print to the screen the student desktop’s returned searches.
e Highlight the student and click the Detail tab.

4 'Student Desktop

Phone #: 45E-5963

School Mame: |k SECOMD MIDDLE TEST SCH

Search ;:@
Student

Student Number: [3333388088  SSM: [444-55.0894 At ﬁ1| Sex IM_
Student Mame:  [STEPHEMS, AD&M R. 5siD:[aqonaroos | Race i
Address: [1234 SCHOOL FD. Grade [7
Addiess 2 [ DOE: [02/24/1994
City: [TEST CITY 42166 TCode: Iﬁ

Schoaol Mumber:  [429

Schedule | Attendance ‘ Dizcipline ‘ Grades | Detail |
Benumber | Delete ‘ Uszer File ‘ Letters ‘ Prafile
At Ewvents | TCodes | Medical Infa ‘ Transcripts | Fecord Reqg.

Close 2|

e The Detail tab allows you to view the following data for the selected student: Student number, Student Name,
Address, Address 2, City, Phone number, School Name, School Number, Alternate Student number, SSID, Sex,
Race, Grade, Date of Birth, and Tcode. The buttons will allow you to view Schedule, Attendance, Discipline,
Grades, Detail (Guardian and contact info), User file, Profile, Attendance Events, Tcode (history), Transcripts

for the student selected.

Profil . . . . .
. ﬁ Button- This button will generate and print to the screen the selected student’s information:
student information, Guardian information, schedule, attendance, entry withdraw information, discipline, and

grades by grading period.
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Student Profile For:
Student Informaion

STEFHENS, ADAME.

kY SECOMD MIDODLE TEST SCH

Stodert & ok et
First Name: 208 San: [T}
tiddle Mame: Rl EY Face: 1
Lazt Mame: STEPHEMS OOR: 2241994
Addmess: 1234 SCHOOL RD. S5 G- 553803
City ¥ &ip: TEST CTY 216 Sp Ed:
Phuore: B il ]
Guardian Information
Live= lith: PAREMTS, MATLIRALMAOO
Guardian 1: RAbdS EY JOHHS OH Addess: 1234 SCHOOL RO.
Guardianl: Pddmess:
Emergency1: Reation:
BEmergenoy: Reation:
Ciosztor 1: Phione:
Dhosctor 2: Phone:
Mate:
Schedde
Terrn Pericd Corze # Coorse Descoription Teacher Hame
1 1 501 SOCLAL STUDIES 7 T AHIOM , RALPH L.
1 2 0501 READINGY hd AHIOM , RALPH L.
1 3 mE01 LANGUAGEARTS T T AHIOM , RALPH L.
1 4 501 METHT hAAHION , RALPH L.
1 5 HO501 SCIEMCE? hA AHIOM , RALPH L.
1 G @00z PHYS EDUCATIOMNG-3 SOTHERS, BETTY 5.
2 1 501 SOCLAL STUDIES 7 hAAHION , RALPH L.
2 2 0501 READINGY hA AHIOM , RALPH L.
2 3 mE01 LANGUAGEARTS 7 i AHIOM , RALPH L.
2 4 0501 METHT hAAHION , RALPH L.
2 b AO501 SCIEMCET WA AHIOM , RALPH L.
2 G @O0z PHYS EOUCATIONG-2 SOTHERS, BETTY 5.
AMtendance - Cays Bbsert or Tardy
[Ee Cey Tupe Reason
022 2006 Tuasday FESEMT ALL DAY E# CUSED ALL DAY
0911 2006 honday FESENT ALL DAY UME{ CUSEDABSEMCE
0912 2006 Tuasday FEESEMT ALL DAY UMBE{ CUSEDABSEMCE
091 32006 Midnesday ABSENT ALL DAY UME CUSED ABSEMCE
091 2006 Thursday PESENT ALL DAY UMNE{CUSEDABSEMCE
09152006 Friday FESEMT ALL DAY UME CUSED ABSEMCE
11.09,2006 Thursday PESENT ALL DAY UME{CUSEDABSEMCE
Mterdance - Ertry S wdthdmws
Cbe ! Time Type Cod  Grade Home R SpBd From fTo Mote
mo4z061120  E H1OF m
Al
Di=cipli e
[n= {1 Ifraction £ O sposition Mates

Home: 7101
Grade: T
Eiterad: 2152001
‘Wt hdrawn:

Phione
Phiane
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10301
w3
zm
403 01
0301
GO0 03

103 01
3o
o3
403 01
A03 01
G600 03

a0
0501
G600 02

Student Profile For:
Sodert Grades
GradrgPeriod: 2006 1

GrdngPercd: 2006 2

GradrgFerod: 2007 1

READING fi
LANGLUAGE ARTS 6
hAATH 6

SCIEMCESG

S0 ClAL STUDIES 6
PHYS EDUCATION6-3

READING 6
LANGUAGE ARTS 6
MATH 6

SCIEMCES

S0 ClAL STUDIES 6
PHYS EDUCATIONG-2

LANGUAGE ARTS ¥
WATH 7
PHYS EDUCATION6-3

STEFHENS, ADAMR.

15T HINEWEEKS

DALE, Jhibd'y k.
DALE, Jhihd'y K
DALE, JhihdY K.
DALE, Jhibd K
DALE, JhihdY K.
DALE, JhihdY k.

2HD MIME “WEEKS

DENNIZ 0N, JhadY E.
DENMISOM, Jhad F.
DENNIZ 0N, Jhd E.
DENNIZON, Jhad E.
DENNISOM, Jhad F.
DENNIS 0N, Jhut E.

15T NIME YWEEKS
hAAMIOM, FRLPH L.
hAARIOMN, RALPH L.
SWOTHERS, BETTY 5.

kY SECOMD MIDDLE TEST SCH

GRD COm COnA
|1z
w12

@ 12

m

o1 12

oo 1

GRO COM COnA
L]

)

o)

@

a

]

GRO CoOhd CORA
o5

&

00

Al Event . . . . .
. $ Button- This button will generate and print to the screen the selected student’s information:
student’s information, all recorded attendance, attendance totals, code totals, and code totals for students.
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Individual Student Attendance Report DE*EPF* R ?WWEE 80250
age:
Student # Student Marne Thate II:E#
333338883 STEPHEMS, ADAM R. 1040047926
Gender D.OLE. fge  Ethricity Guardian Marne
hd 2024/1994 12 WHITE{NON-HISPANIC) RAASEY JOHMSON
Schooal: 428 Ky SECOND MIDDLE TEST SCH fs glatradon Ca®
Acadenic Yesr: 2005 - 2007 20
Grade T Homeroom 7101 Raglatraton Status
Py eleal Addres s Malling Acdrs s s Lol
123 4SCHOOLRD. 1234 SZHIOLRD.
TEST CITY, K 42166 TEST CITY, K 42166
Fhome:  $35-3963
Ewntnk Ewntcods  EventDe scrpton EwntTyps
412006 Wwag GRADUATE Wl e
ELD006 NT HC H TRA NS PORTED TCodle Changg
S0 =0 FIRZT TIMETHIEYEAR Enty
22006 E ExCUZED ALL DAY FuirDay Alxe wce
91 12006 u UN ExC ISED ABSENCE FuirDay ke we
A1 22006 u UH EX < USED ABSENCE Fr MDAy Alxe 1ce
9 32006 u UH ExC ISED ABSENCE FulkDay Al=e woe
an Lzo0G u UN ExiZ ISED ABSENCE FuirDay Alxe wee
A1 32006 u UN ExiZ ISED ABSENCE FuirDay Alxe wce
ez s u UN Ex T ISED ABSENCE FuirDay Al=e iz
Attendance Totals for School Tardies 1} Cevs Mernbership i
Hef-Oay Absences 1} Chys Present 3
Full-Dizy 8, beences 1 D= bsent 1
Code Dezcription Court
Code Totals for Schod EXCUSED ALL DAY 1
B FIRST TME THIE YEAR 1
NT HOMTRANS PORTED 1
u UNEX CUS ED ABSEMCE B
W GRADUATE 1
Attendance Totals For Sodert Tardies 1] Lz Mernbership 24
Hef-Oay Abzences 1] Ceys Presert 3
Ful -Di=y A beanices 1 Ly Absert 1
Code Dezcription Court
Code Tobals for Studert E{ CUSED ALL DAY 1
B FIRST TME THIS YEAR 1
NT NOMTRANS PORTED 1
u UHEX CUS ED ABSENCE B
W GRADUATE i

Aft. Event . I . .
$ Button- This button will view the daily attendance and Entry/Withdrawal data for the selected
student also the total absents and tardy are listed

.

[ Checkbox- view all attendance for each school within the district that this student has attended.
M Button — Prints to the screen the information viewed on the screen.

M Button- Displays the schools calendar.

@ Button — Click this button to close the attendance screen.
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4 Attendance: STEPHENS, ADAM R. CoX)

D aily Attendance EntrpMfithdrawal Edit
v T T Tatals

Schoal Absent: 7

A E E kv SECOND MIDDLE

09A1/2006  |Mon. & U U kv SECOND MIDDLE TEST.. |428 || Tardy a
0972/2006  |Tues.. |& U U K SECOND MIDDLE TEST.. |428
09A3/2006  |wed.. |& U U K SECOND MIDDLE TEST.. |428 i
09/4/2006 | Thor. |& U U K SECOND MIDDLE TEST.. |428 =
0975/2006  |Fridap |& U U K SECOND MIDDLE TEST.. |428 :
11/09/2006 | Thor. | & U U K SECOND MIDDLE TEST.. |428 Etirik

Calendar
Cloze ﬂ

[ 1] =@

all entry/withdrawal information for all schools in the district that the selected student has attended. **Note:
This is a great tool for checking errors for W01/R01 and W02/R02 that do not match. **

CE&X

Daily Attendance T Entry M ithdrawal T Edit Total
otals
Date ¢ Time Day Type |Code School Fram/Tao Absent: !
? E E0l  EYSECOND MIDDL... Tady |0
[ Al Schools

Print
Calendar
Cloze ﬂ

4 v[ ] =3

o Edit Tab- Allows the user to edit the Entry/Withdrawal information on the selected student.
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' EntryMithdrawal: STEPHENS, ADAM R.

Daily Attendance T EntrpMfithdrawal T Edit

Totals

Time Type  [|Code School Frarm: Add Abzent: 7

11:29 am E EDl Ky SECOND MIDDLE TES]T “—ta ||| Tade [0

Delete

[ Al Schools

Print
Calendar
Cloze ﬂ

4 a8 =7

. ﬂ Button- Allows the user to add an entry or withdrawal information for the selected student. **Note**
All corrections should be made in STIOffice or STIDistrict Enrollment. If data is not correct at the school level
the next upload will overwrite the changes that have been made.

s Entry/Withdrawal Edit (Bl=1 3]

Select
Schoal |FRER] k¥ SECOMD MIDDLE T...
SECOMND KEMTUCEY HI...

Date: [o1/01/2003 [ =] Time: [12:31:45 p] 7 |
Type: - Code: -
Grade: [ E Home Bm: -

SpEd:
Froms/Tao: |
MHate: ‘
Ok | LCancel |

2| Button- Allows the user to edit an entry or withdrawal information for the selected student.
**Note** All corrections should be made in STIOffice or STIDistrict Enrollment. If data is not correct at the
school level the next upload will overwrite the changes that have been made.
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iy Entry/Withdrawal Edit M=

Date: | 0470172006 [ *] Time: |7:00:06 am [ 7]
Type: m Code: lm
[Grade: IE—EI Horne R Im
spEd [

Fram/T o |
Make: ‘

LCancel

: A1 Button- Allows the user to delete an entry or withdrawal information for the selected student. Click
yes to delete the select data or no to cancel. **Note** All corrections should be made in STIOffice or

STIDistrict Enrollment. If data is not correct at the school level the next upload will overwrite the changes that
have been made.

Delete Entry/Withdrawal record? X

P Areyou sure you want bo delete the Fallowing Entry/\Withdraw record?
\._‘j/

School: 428-7

Date: 8f4/2006

Time: 3/4/2006 11:29:33 AM
Type: E

Code: EOL

Grade:
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STIDistrict —Required KY State
Reporting

Local Educator Assignment Data (LEAD)

There are five major steps involved in creating the LEAD file using the STIDistrict program. Follow the steps below to
create the file:

**Note** All employees will be imported into the LEAD report. Any employee that is associated with a course whether
as the primary or an additional teacher will get an error for having no Social Security Number. In Addition employee
types Teacher, Counselor, Administrator, Librarian and Speech Therapist will get an error for not having Social Security
Numbers even if they are not associated with a course.

Valid Courses In STIOffice Setup for LEAD

State Course Info Tab (Required for 06-07)

1. Goto Courses | Valid Courses, select a course and click on the State Course Info tab.
zx Record will be Changed x|

Courze Infa | b azter Builder Info  State Course |nfo

Main Category: I.ﬁ.griculture - &g Mechanics/E naineenng ;l
State Course Code: I.ﬁ.griculture Conztruction Skillz ;I
[ Dual Credit [ 1 Semester Course

[T Credit Becovery [ Performance Bazed
[ Blocked Scheduls

Far Elementan iwiarld Lanauage

™| Language Yiden-Eazed

™| Language Teacher Inst »= 20 kin
™| Language Tieacher [nst < 30kin

ﬂ Other Info oK
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N

Main Category — select the category the course falls into from the drop-list.
3. State Course Code — select from the drop-list.

NOTE: The following website can be used when linking valid course codes to
standardized course codes:
http://www.education.ky.gov/KDE/Instructional+Resources/Curriculum+Documents
+and+Resources/Kentucky+Vald+Course+List.htm

Dual Credit —

Credit Recovery —

Blocked Schedule —

1 Semester Course —

Performance Based —

For Elementary World Language — activated when code # is chosen, select all that apply:
a. Language Video-Based —
b. Language Teacher >= 30 Min —
¢. Language Teacher <= 30 Min -

©oNo O~

Step One: LEAD Rollover
To complete the Core Content Cross Reference, select Reports | Kentucky Reports | Local Educator
Assignment Data | LEAD Rollover and then follow the instructions below.
File
=

Discipline  Graphs  Ukilities  Window  Help

Conflick Reparts
Attendance Reparts
Master Schedule Reports
Discipline Reports
Student Reports
Teacher Reports
Miscellaneous Reports
Alabama Reparts
Arizona State Reports
Georgia State Reporks
Tlinois State Reports
Indiana State Reports 4
Kansas State Reports
Kentucky Reports

T T T T OFT T OF

Agagregate Attendance Reports ]

Louisiana Reparks 4 CATS Testing Rosker

Michigan State Reports Census Repork

Mew Mexico Reports CTE Labels

Mew York State Reports ESS 4

Cklahoma State Reports FRYSC 3

Tennessee State Reports  # Gifted and Talented *

Wisconsin State Reports Growth Factor Report 4
»

KEES

LEP and Immigrant Student Export
Local Educator Assignment Data (LEAD)
KMHS Attendance

PA15S Report

PA17 Report

LEAD Raollower

Core Conkent Cross Reference
Build LEAD

Edit/Export LEAD Daka

By clicking on the LEAD Rollover option you will get the following windows:
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4" Lead Rollover

Cloze

Click Process Rollover Button to continue.

iy |Lead Rollover Wizard

The LEAD rollover wizard will guide pou through a senes of questions that must be properly completed before all of the
LEAD data can be rolled over. The questions must be answered for each school before the process will begin,

From the list below, Selectany schoals that you would like the 2005-2006 LEAD core cantent
cross reference data to be rolled into the current database.

SH Schaal Selected LEAD Rallaver Carplets | |
JEE] KENTUCKY ELEMENTARY TEST SCHOOL | I |

]

Cancel |

The wizard will ask you a series of questions. Select the appropriate answer(s) and click finish.

[f§" Lead Rollover Wizard

The LEAD roliover wizard will guide you through a zeries of guestions that must be properly completed before all of the
LEAD data can be rolled over. The questions must be answered for each school before the process will begin.

Did this school change any Course Mumbers or Course Descriptions in the “Walid Course File
framm last school year to this school year?

Click Here to Show Example

SH School Yes Mo Dlont Know | |
193 KEMTUCKY ELEMEMTARY TEST SCHOOL H I v |

-

< Back

Cancel |
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After you have completed the wizard you will see the following window. Clicking NO will allow the user to return to
the LEAD rollover menu at a later time and process different schools for the rollover. Clicking YES will indicate that
you are finished rolling over ALL schools and are ready to proceed to the next LEAD steps.

Rollover Finished?

2

Hawve vou completed the LEAD rollover process For all schools?

{Click Mo if wou would like to roll over additional schools on a later date)

‘fes Mo |

below:

Features of the LEAD Report
STIOffice personnel may use a utility in the LEAD report to add a state course to the valid course file. If this is
completed and uploaded to STIDistrict, the LEAD Coordinator will not assign a core content to the course. The Cross
Reference Table will reflect the State Course number attached to the course and will display this when the course is
highlighted in the Master Course List of the LEAD Core Content Cross Reference Table. This is shown is the example

[4 'LEAD Core Content Cross Reference

kazter Course List

Content Applied to Course

103.01
103,95

EMGLISH I
EMGLISH I

KEMTUICKY HIGH TEST SCk

104.01

EMGLISH II

KEMNTLICEY HIGH TEST SCF

Another feature in the LEAD report is the
the document but will allow the population to be populated from the students’ demographic data.

Azzign Population from Demographics

[Descr

230110 State Course Mumber

option. This is explained later in

File B3Esi Discipline  Graphs  Utilities

i | Conflick Reports

Attendance Reports

Master Schedule Reports

Discipline Reports
Student Reports
Teacher Reports

Mizcellaneous Reports

Kentucky Reports

Window  Help

Aggregate Attendance Reports
CATS Testing Roster

Census Repork

CTE Labels

ESS

FRYS(C

Gifted and Talented

Growtkh Fackor Report

KEES

LEP and Immigrant Student Export

Local Educator Assignment Data (LEAD)
K¥HS Attendance

PA1S Report

PAa17 Report

Safe Schools

LEAD Rollover

Core Conkent Cross Reference
Build LEAD

Edit/Expart LEAD Data
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Step Two: Core Content Cross Reference
To complete the Core Content Cross Reference, select Reports | Kentucky Reports | Local Educator
Assignment Data | Core Content Cross Reference and then follow the instructions below.

I’ ILEADI Core Content Cross Reference
r aster Course List

Content Applied ko Course

Course #  [Description School Ty Descr
103,01 EMGLISH I KEMTILCEY HIGH TEST SCHE  a
103,95 EMGLISH I KEMTUCKY HIGH TEST SCHIE | -
104.01 EMGLISH IT KENTILCKY HIGH TEST SCHE =
105.01 EMGLISH IIT KENTIDCEY HIGH TEST S5CF |E
106,01 EMGLISH IV KEMTIJCEY HIGH TEST SCF |E
203.01 US HISTORY KENTIDCEY HIGH TEST 5CF |55 Populations Applied to Course
204.01 GEOGRAPHY FENMTIDCEY HIGH TEST SCk|55 Diescr
205.01 CIVICS KEMTIDCKY HIGH TEST 5Ck |55
303.01 ALGEERA T KEMTIDCKY HIGH TEST SCk|MA Lo
303.02 ALGEERA I KEMTILCEY HIGH TEST SCk|Mé& -
A ALeTon s T LERITI b LT TECT L ra s
71 N
100 Records found

Show Filter, Report_Utility O ptions |

. . apply Ch T
Core Content Population List ffp;;l Sc:onglzs "
= D KEMTUCKY CURRICULLIM ELEMEMTS (ML Population {* Selacted School
-] Art | General )
i [] Career and Technical Education {Mus [~ Specific Learning Disability = | * Selected CHSJSectlon
[ Elementary Education [~ Other Health Impaired (" 4l CRS/Sections
+ [JEnalish Lanquage Arts [~ Mild Mental Disabiity
- [] Health Education [ Functional Mental Disabifty APPLY -
. [ Muliple Disabilities Cantert | Papulation
[OLibrary ! .
) [~ Orthopedically Impaired TR
- [] Mathematics w | | Hearing Impaired - :
Gam LR e owa Content | Population
3 > a | e[
Tree Alpha | Reload Content | | clear selection ™ | | Close

e Choose (by clicking /highlighting) a course in the upper left box.

e Select (by clicking/bulleting) the Core Content(s) for the selected course. A course can be assigned multiple
core content elements.

o0 For Study Hall courses, select Non-Instructional Core Content.
e  Select the intended Population List for the course.

e Once the Core Content and Population List have been selected, click on either the Apply Content button or the
Apply Population button to associate either type of information with the course individually.

0 To apply both the Core Content and the Intended Population to the selected course, simply click the Apply
button.

Note 1: Before assigning population to all of your courses and to save time and effort it is more efficient if the user clicks
the Assign Population from Demographics Button described below.

Note 2: Clicking on the Show Filters button will allow the user the filter courses by School, Course #, Courses with No
Content, or State Course Number assigned, and/or Courses with No Population assigned.

e The following screen will appear. To complete the cross reference following the instructions below:
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[ty LEAD Core Content Cross Reference

Iaster Course List

Content Applied to Course

|Description

ICourse #

|Schoo|

104,01
105.01

EMGLISH 1T
EMGLISH IIT

KENTUCKY TEST SCHOOL
KENTLICKY TEST SCHOOL
KEMTUCKY TEST SCHOOL

E =«

|

106.01 EMGLISH T4

KENTUCKY TEST SCHOOL

E

203.01 US HISTORY

KEMTUCKY TEST SCHOOL

55

Descr

230110 State Course Mumber

204.01 GEOGRAPHY KENTUCKY TEST SCHOOL |55 Papulations Applied to Course
205.01 CIVICS KENTUCKY TEST SCHOOL |55 B
303.01 ALGEBRA 1 KENTUCKY TEST SCHOOL [MA

304.01 ALGEERA IT

KEMTUCKY TEST SCHOOL

MA

305,01 CALCULLS

KENTUCKY TEST SCHOOL

uif:)

DTS o T

<7

VEMITI b TECT  Cmlimn

=

3

Mild Mental Disabilit
Gifted
English Language Learners - Moderate Sup

20 Records found

Azsign Population from Demographics

[.

o
L ]

senucky Test sc =]
-
=
9
9

Frint Report

Set Pop/Spec Ed References

The show filter button will let you view other options for the LEAD report as listed below:
Course Filters

School —This lets you select the School you would like to work with on the Master Course List.
Course- This lets you select a single course to work with in the Master Course List.

Auto Hide Courses- This option will hide course in the Master Course List that have been assigned Content
and Population.

Auto Clear — When assigning population and content you must check appropriate content and population fields
and click apply. Selecting the box will cause the content and population that you selected to be automatically
un-selected after they are applied. Leaving the box un-checked will mean that the user will have to manually de-
select content or population each time they need to be changed.

Show Warnings- While assigning and deleting population and content there are numerous message boxes that
appear. For instance if you delete the population from a course, you will be prompted with a Message box
warning that the records will be deleted and asking you to confirm the deletion. Check this check box to display
the warning, or un-check to bypass the warning. NOTE: not all warnings can be by bypassed.

Reports — Course/Content Report

Group by School- By selecting this checkbox the Course/Content Report will group the courses by School.
Save Report- Selecting this checkbox will prompt the user to save the report for later viewing.

Sort

By Course Name- This will sort the Course/Content Report by Course name.

By Course Number- This will sort the Course/Content Report by Course Number.

Frint B eport L . . . .
- This will give you a list of the Courses in the Master Course List along with the

content and population applied to the course. This is illustrated in the example below.
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Local Educator Assignment Data Date Run: B/20/2006 9:05:31
District: 90B FPage: 1
Teacher AUSTIN, LAURA K. S5MN 411963333
School 549 SECOND KENTUCKY HIGH SCHOOL
THUM: 222222341 Emplovee Type: Teacher Primary 'I'Per;
Course Mum Description Hours Peryt Low Grd HighGrd Enrolled  Teacher Hi
205.1 CIMVICS 210 10 10 9 Yes
State Colrse Code: Ho Populations!
3.1 ALGEBRA I 210 3 9 13 Mo
State Course Cade: Ho Populations!
State Conrse Code 270304
401 CHEMISTREY 1 20 10 10 g Ma
State Course Code: Ho Populations!
6.1 ADVAHCED CHEMISTRY 20 11 1 12 Mo
State Course Code: 304526 Ho Populations!
505.01 BAND 20 g 12 u] Yes
State Course Code: Ho Populations!
Total Hours: 1030

. SR P R T TR by clicking this button you will be able to assign population for the

Master Course List course from the students’ demographics. You will see the following screen:

Update Populations? |X|

P This process will update the population codes For every course by searching For population bypes in the demographic
__,_t_-/ records of the students enrolled in the course.,

¥ou can cancel the process at any time! You may run this process repeatedly without losing the population codes that
wou have manually assigned ko a course,

wifould wou like to proceed?

e Click yes to continue. This will update the population of the Master Course List by searching through the
students assigned to each course and attach each population type found. You WILL NOT lose the population
codes that you have manually assigned to a course this year by using this process. You WILL be replacing any6
population codes that were assigned as a result of roll over from last year and any that were assigned by a
previous click of the button. This process may be run as many times as needed.

e This process can not assign the “English Language Leaner- Extensive Support.” You will need to manually add
this to any course that should have this population.

e This process cannot assign population codes to courses that have no student assigned. As such, if you have
courses that have no students assigned, but the courses did have a population assigned as a result of roll over
from last year, the rolled over populations will be deleted.

e When the process is complete you will receive a message box like this example that shows the population
update has finished and how many course records evaluated and how many populations assigned.
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KentuckyReports2 |X|

Population Update Finished!

1516 course records evaluated
6566 new populations assigned!

. B8 PepyiSipee BeHefEETss I These codes are preset and should NOT be edited without specific

instructions.

o If the Courses with No Content assigned and/or the Courses with No Population assigned filters are selected, the
course will not appear in the course list at any point after a Core Content and/or Population is applied in the
future.

e To revise course content/population, remove the checkmark and select the course. Then clear the content and/or
population and make new assignments.

e  Continue with each valid course in the district, until all courses have a Core Content and Intended Population
assigned.

Step Three: Build LEAD

File Bi=ai Discipline Graphs  Uklities  Window  Help

Zonflick Reports
Attendance Reports
faster Schedule Reports
Discipling Reports
Student Reports
Teacher Reports
Miscellaneous Reporks

T T T T T OWwT ¥r

Agagreqate Attendance Reports 3
CATS Testing Roster

Census Repork

CTE Labels
ESS
FRYSC

Gifted and Talented

Growth Factor Feport

FEES

LEP and Immigrant Student Expork
Local Educatar Assignment Daka (LEAD) LEAD Rallover

KMHS Attendance Core Zontenk Cross Reference

PA1S Repart Build LEAD

PALT Report Edit/Export LEAD Data

- v v v

e After building the Core Content Cross Reference, select Reports | Kentucky Reports | Local Educator
Assignment Data | Build LEAD. If errors or omissions exist in the data, an error report will automatically
be generated.

o Data that is incorrect or missing must be corrected at the school level and then uploaded to the district.
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Step Four: Edit LEAD Data

File M@ Discipline Graphs Utilities ‘window Help

Conflick Reports
Aktendance Reports
Master Schedule Reparts
Discipline Reports
Student Reparts
Teacher Reports
Miscellaneous Reparts

Aggregate Attendance Reparts

CATS Testing Raster

Census Repork

CTE Labels

ESS

FRYSC

Gifted and Talented

Growkh Fackar Report

KEES

LEP and Immigrant Student Expaork

Local Educat gnment C'ata (LEAD) LEAD Rollower
KYHS Atkendance Core Contenk Cross Reference
PA15 Report Build LEAD
PA17 Repoart

ol x|
Editor Optiohs
Selected Emplopee: [253953147 - BENTON, LAURA K. =l Frint
THLIM SCHOOL Course # Course Mame Low Grd  |High Gid Hrs F
1 a
2 234 KENTULCKY ELEM |205.01 L&S ] ] 175.00 |
3 234 KENTUCKY ELEM |305.01 MATH 5 ] ] 175.0C
4 234 KENTUCKY ELEM |405.01 SCIS ] ] 175.0C
5 234 KENTUCKY ELEM |505.01 558 ] ] 175.0C
g 234 KEMTUCKY HIGH | 105.01 ENG Il 10 1 176.0C
Fi 234 KEMTUCKY HIGH " 205.01 CIVICS 10 1 176.0C
g 234 KEMTUCKY HIGH " | 305.01 CaLCULUS 10 1 176.0C
9 234 KEMTUCKY HIGH " | 405.01 FHYSICS 10 1 176.0C
i 234 EMTLCKY HIGH ~|505.0 BAND 10 11 7E.0C
1 234 EMTLCKY MIDDI 105.0 READING & 7 7 75.0C
2 234 EMTLCKY MIDDI 205.0 LAS 7 7 75.0C
3 234 EMTLCKY MIDDI| 305.0 ATH 5 7 7 75.0C
[ 234 ENTULCKY MIDDI| 405.0 SCIE 7 7 7500
4| | 3
Content Population TotalHre  2630.00
Descr Descr Edit Content & Fopulation |
Elementary Education -
— — Cloge |

optional.

Edit Basic Data

o Select Reports | Kentucky Reports | Local Educator Assignment Data | Edit-Export LEAD Data.
Data may be edited for each individual teacher.

0 Select a teacher using the pull-down menu located at the top of the form. Then select a course from the
teacher’s schedule and click the Edit Content and Population button to make changes to these fields.

Edit Other Data

e Right-click on any course to edit the following items:
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Low Grade Taught
High Grade Taught
Hours Per Year
Number Enrolled
Primary Teacher
Highly Qualified

Populations

O O 0O o o o o o

Core Content

Print Records

Click the Print button to generate a hard copy of the selected staff members’ information to assist you during the editing

process.

Step Five: Export LEAD File

Select Reports | Kentucky Reports | Local Educator Assignment Data | Edit-Export LEAD Data.
Then select the Editor Options tab.

From the menu that appears here, you may print a report displaying the records included in the file. You may
also export the data to the files that is to be sent to the Education Professional Standards Board.

|t LEAD Editor

E ditor

— Editor Option:

=loIx|

Sort the Employee List By:

For the selected employes, Show courses far;

" 55M
" Selected Schaal

= THUM
& Al Schocls

& Mame

r— Report Option

Sort Options

ll School Name
Last,First Mame
[] Social Security Mumber
[] Employee/Teacher Mumber
[ Employes Type

3

— Group by:
& School
" Teacher

— Other Option:
[~ Page Break by Teacher
[ Include Signature Line

[~ Save Report ta file

Cantent / Population Reference List |

Report |

Submizsion Interval

-

Export |

Cloze |

Print Report

To print the report, click the large Report button. Prior to printing the report, you may select from several options to
modify how the report will print.

Sort

Select one or more data fields to use for sorting data within the report. Use the arrows on the left of the form to
move data fields up and down, with fields at the top of the list receive sorting priority.

Group By

Choose to group records by School or by Teacher.

Page Break by Teacher
Select this option to place a page break between each teacher’s data.
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e Include Signature Line
Select this option to print a line on the report for a signature. Some districts use this option to let the staff
member sign off that the report is correctly displays their classes.

e Save Report to File
Select this option to save a copy of the report as a file. After the report has been printed, the program will
prompt you to select a directory and a file format in which to save the report. You may save the report as a
Microsoft Excel Spreadsheet, an Adobe Acrobat Reader (.PDF) file, a Rich Text Format file, or a plain text file.

e Content/Population Reference List
Click this button to produce a report that lists the available Content areas and Populations. This report is
intended to serve as a reference when the data is edited.

Export Files

Click the Export button to create the file that is to be sent to the Education Professional Standards Board. The files will
be saved to the C:\ProgramFiles\STIApplications\DistrictWorkstation_v9\Exports folder.
There are two files that will be created:

The first file is: LEAD_123_1.7.XML. This is the data that was generated by the export and can be viewed
with Internet Explorer.

The second file is: LEAD_123_1.7.XML.ZIP. This file is a compressed from of the first file. It has been
compressed to make it easier to e-mail. This is the file that EPSB wants you to send to them.

NOTE: The filename displayed is an example:
The 123 in this sample will actually be your district number.
The 1 is the interval that you are exporting. (1=Fall 2=Spring)
The .7 indicates the academic year (6=2005-2006 7=2006-2007, etc).
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Growth Factor Report

This report produces the Growth Factor file required by the Kentucky Department of Education. The workstation used to
produce this report must have the Adobe® Reader® program installed. The free installation file for this program is
available at http://www.adobe.com/products/acrobat/readstep2.html.

To run the report, select Report | Kentucky Reports | Growth Factor Report | Build Growth Factor Report.

Fi\elREpDrt Discipline  Graphs  Ukiities  ‘Window Help

Conflick Reports 3
Attendance Reports

Master Schedule Reports
Discipline Reports

Student Reports

Teacher Reports
Miscellaneous Reports

Aggregate Attendance Reports
ZATS Testing Roster

Zensus Report

CTE Labels
ESS
FRYSC
Gifted and Talented

KEES

port

LEP and Immigrant Student Expart
Local Educator Assignment Data (LEAD)

K¥HS Atten:

dance

PA1S Report
PAL17 Report

Safe School
School Caler

ks
rdar

School To Work Export
5TIState Approval Process

Supetintendent’s Annual Attendance Report (SAAR)

TEDS

Select the school(s) to include in this report.

Growth Fackor Reports

Growth Factor Report Options E]
[~ School Select:
e Al
KENTUCKY MIDDLE TEST SCH Mone
KEMTUCKY HIGH TEST SCH
Print
I+ Select the schoals that wou wank ka run the report Far,
[ Click Mext!e Click Finish!
Next > | Cancel |

Select the grade levels to include in the report, then click Next to continue. To return to the School Select window, click

Back.
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http://www.adobe.com/products/acrobat/readstep2.html

h Factor Report 0|

Select Grades

Grade Level [ Al
5

= Select only the grade levels you want to run the report for,
> De-Select any attendance codes that should be treated as present., {i.e. Field trip etc),
[ Click Mext!

Next »>» | Cancel

Data Integrity Checks for Growth Factor Report
Choose the Data Integrity Checks to run.

(Growth Factor Report Options |
Diata Integrity Checks i
| Calendar eror. There are less than 185 daps in the school calendar, -

igtrict Mumber not specified for Mon-Contract Student
rop Out Questionnaire has invalid Date
EL students mizzing HDKAFDE memberzhip enrolled in a school with bath HDK & FDE,
EWwR Code for student On DATE is inwalid
School does not have Holiday Days in its Calendar. [4 expected)
School does not have Professional Development Days in its Calendar. [4 expected)
School END Grade missing in System File
School must have at least four Professional Development D ays in its Calendar,

School should have four Holiday Days in its Calendar.

School should have one Cloging Day in its Calendar

School should have one Opening Day in its Calendar,

School should not hawve multiple Closing Days in its Calendar —
School should not hawve multiple Opening Daps in its Calendar,

School START Grade missing in Spstem File

Student - must be Re-Enrolled before hedshe may be 'withdrawn,

Student cannot withdraw w17, unless enmolled in Grade EL [0]

Student does not have a vald race code.

Student does not have attendance data,

Student has a Re-Enrollment or a Withdrawal before his/her first Enrollment.

Student must be Wwithdrawn befare he/she may be Re_Enalled

Student must have equal number of ‘W1 and R withdrawal/reentny codes.

Student must have equal number of ‘W2 and R 2 withdrawal/reentny codes.

Student:Snum Sname has Invalid T-code while enrolled in the Homebound group.

Students using SHA or REL attendance group for partial day [PAR] -

I Process Data Integrity Checks ONLY Al None Irvvert

# Select any error checks that you would like Eo run,
» Select "Error Check Only" to process preliminary error checks without processing the repart.,

# Click Mext!
<< Back

Cancel

If you wish to process preliminary error checks only (without generating the actual Growth Factor Report), check the
Process Data Integrity Checks ONLY box, located below the integrity checks list. Then click Next to continue or click
Back to return to the grade level and attendance code select window.

2006 STIDistrict KY STI_0622061240 STIDistrict —Required KY State Reporting e 75



Growth Factor Report Options

Additional R eports Feport Processing Options Frinted Report Dizplay Options
[ Display Under/Ower Age Detail =3 [™ Page break after every Recard
v Include the ADA Summary Feport Report Grouping

. f* Group by Record/School
Report Under/Over Age W,
I~ St?;?:l?e[nts_n EErAge waner " Group by School/Recaord

Output Options [~ Show a Table of Contents in Repart

[v Fixed'width File Folder: C:WProgram FileshSTIApplicationssDistictw
File Mame: GF258.07
v Prirter
¥ Save Report ta File
Folder: C:\Program FileshSTlApplications\Districta ork stati
File Mame: [GF258_07.FDF |

[~ Save Report data for viewing at a later date
|Grawith Factor-6/18/2006 10:08:03 &M

= Ise this screen ko select any special options that you want to apply to the report.,
[+ Click. Finish!

Finish

Additional Reports to Include
Display Under/Over Age Detail: Check this box to include more detailed age information in the report.
Include the ADA Summary Report: Check this box to display the ADA Summary information in the report.

Output Options
Fixed Width File: By default, both a printed report and a fixed-width file will be generated. The file produced is called
GFXXX.YY (where XXX = your district number and YY = the current school year) and will be saved in the
C:\ProgramFiles\STIApplications\DistrictWorkstation_v9\Exports directory. This may be changed by clicking on the
Ellipsis button to the right of the field.

Printer: Check this box to save the "printable” version of the Growth Factor Report for printing at a later time. The
report will be saved as a .PDF file, which requires the free Adobe® Reader® program for viewing and/or printing. The
file will be named Growth Factor MM_DD_YY_TTTT.PDF (where MM=month, DD=day, YY=year, and TTTT=time)
and will be saved in the C:\ProgramFiles\STIApplications\DistrictWorkstation_vO\Exports directory. This may be
changed by clicking on the Ellipsis button to the right.

Save Report data for viewing at a later date: Check this box if you wish to have the option to go back and view
this export at a later date. This will allow you to save the report under Report | Kentucky Reports Growth Factor |
Growth Factor Reports. The report will be saved as Growth Factor (current date and time stamp; for example,
Growth Factor 01/01/2006 9:45AM). You may subsequently view this report at anytime.

Printed Report Display Options
Page Break After Every Record: This option is used when reporting on multiple schools. Check this box insert a
page break after each record. This will require more pages for the printout.

Report Grouping
Group by Record/School: This is the default grouping option for the report. The report will list each school (when
multiple schools are included in the report) for a record type before displaying the next record type.
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Group by School/Record: Check this box to display report data by school, listing all record types for each school
before moving on to the next school.

Show a Table of Contents in Report: Check this box to generate a table of contents for the report display. Click on
any report listed in the table of contents to go directly to that report.
Click Next to proceed.

Growth Factor Report Options ] |

. A — School
On thiz page vou will need to identify any schools that e

provide HALF DAY Entry Level programs

Schools with HALF-DAY programs schould be selected]

Schools with FULL-DAY pragrams schould NOT be
selected!

= Schools with BOTH Full and Half day Entry Level
programs should not be displayed on this list.  |f they are,
you will need ta edit the School System file in the STIDfice
program and gelect the FO/HD Kidergarten option,

[+ Select Schools that have HALF DAY Entry level program, De-select Schools that have FULL day
[programs.

Schaols that have bath FULL and HALF day programs should not be listed here. 5
> Click Finish! << Back | Finish

Half-Day Entry Level Programs: Select any schools at which Kindergarten students exclusively attend for only a
half-day each day. Schools with Full Day Kindergarten should NOT be selected. By default, any school that has the

W ED/HD Kindergatten  box checked in STIOffice under Utilities| System Utilities | System File/Information
System Information Tab - FD/HD Kindergarten will appear in this list.
Click Back to return to the Growth Factor Report Options window.
Click Finish to generate the report.
Click Cancel to exit the report without generating it.
After the report has closed, you will see the export successful window as shown below. This window will show the
number of records exported.

Export Successful x|
i Export successful,
39 records exported.
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Viewing Growth Factor Reports

To view a Growth Factor report that has already been built and saved, select Report | Kentucky Reports | Growth
Factor Report | Growth Factor Reports.

FiIe|Rep0rt Discipline  Graphs  Ukilities  window Help

Conflick Reports 3
Attendance Repotts 3
Master Schedule Reports  #
Discipline Reports 3
Student Reports »
Teacher Reports 3
Miscellaneous Reports 3
Kentur 5 .3 Aggregate Attendance Reports .3
CATS Testing Roster
Census Repark
CTE Labels
ESS 3
FRYSC 3
Gifted and Talented 3
»
»

Build Growth Factor Report

LEP and Immigrant Student Export

Local Educator Assignment Data (LEAD) 3
K¥H3 Attendance

PA1S Report

PA17 Report

Safe Schools

School Calendar 3
School To Work Expart

STIState Approval Process

Superintendent's Annual Attendance Report (SAAR) »
TEDS

Select the report you wish to view.

Saved Report Manager

-
| | »

FrrrT Delete Selected Report | Mewt >3 |

I~ Show Deleted Reports
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Growth Factor Saved Report Manager

Deleting/Restoring Reports
Delete Selected Report: This will allow you to delete any selected report from the list.
Show Deleted Reports: This will allow you to view any deleted reports from the list. To remove a report from the
database, you must select a deleted report in the list and then click Delete a second time. If a report has been deleted a
single time only and remains in the list of deleted reports, you may select the report in the list and click Recover
Selected Report to restore it.

The color legend in the lower left corner indicates the status of each report.

Export Options

iy Saved/Report Manager E@E|
Export Options
Export Location  C:\Program Files\S TlApplications\Districtw ork station_v8\Exports

Export File Mame |

FDF File Path
FPDF Save Path C:%Program FileshS TIApplicationshDistrictW orkstation_wB\E=ports

Report File Mame  [GF_583 POF

<< Back Mext >

Export Location: This field lists the datapath and location to which the export file will be saved. In most cases the
default path would be kept; to change this path, click the Ellipsis button to the right and browse to the correct location.

Export File Name: This is the name of the exported file.

PDF Save Path: This field lists the datapath and location to which the .PDF file of the Growth Factor Report will be
saved. To change this information, click the Ellipsis button to the right.

Report File Name: This is the file name of the .PDF file.
Click Next to continue or click Back to return to the Saved Report Manager window. To exit the report, click Cancel.
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Growth Factor Functions

|ﬁ"§) Saved Report Manager

=101 x|

Select Desired Function

Wiew Emars Expart Data Print Report |

<« Back | Fimished |

=3

View Errors: Click this button to show errors generated in the selected report.
Export Data: Click this button to create the export file.
Print Report: Click this button to print report totals to the screen.

Click Finished to continue or click Back to return to the export options.
Click Close to exit the report.

Growth Factor Analysis Report

After printing the Growth Factor report, compare it to the PA reports from each school. If any totals on your Growth
Factor report do not match the corresponding totals on a PA report, the Growth Factor Analysis report may help
determine the cause. The Growth Factor Analysis report will display the underlying data used to generate the Growth
Factor report for the group of students selected.

For example, you might limit this report to show the data for all students in Grade 4 who have a T-Code of NT.
Analyzing this data may reveal data entry problems that would otherwise go unnoticed.

Report Options
After determining where totals do not match, narrow the report to show only data for students in that group.
For example, if in the GF2 Growth Factor Report the Aggregate Attendance total for Grade 4 T1 students looks wrong,

restrict the Growth Factor Analysis Report to report only the data for students with a grade of 4 and a T-Code of T1 by
selecting only those checkboxes under the Grade and T-Code sections.
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Error Report

Growth Factor Data Integrity Report

* Checked/Bold items are critical Issues that may cause data to be reported incorrectly
School: 549 SECOND KENTUCKY HIGH SCHOOL

Warning - Enrollment has not run for the last day of the report ending month! Data displayed is as of 06/15/2006
Calendar error. There are less than 185 days in the school calendar. (Type: P,O,C,H,D,G,E,R)

=+This error means the end of the 2" month has not completed and the report will show all zeros and the second
error means that the calendar does not have enough days.***

Grade: 11
Student No: 222227523 BEHR, EZRA W.
Student does not have attendance data.
Student No: 222224028 HAYES, MARSHA

Student does not have attendance data.
***This error means the student does not have an enrollment code or date.***

Student No: 222226742 SMITHFIELD, GINA S.
Total number of Student Dropout codes(1) does not equal the number of Drop Out Questionnaires (0)
Grade: 12
Student No: 222225678 BOTTOMS, BETTY

Total number of Student Dropout codes(1) does not equal the number of Drop Out Questionnaires (0)
**This error means the student has a Dropout Withdrawal Code and does NOT have a Drop Out Questionnaire.***
----- End of records for SECOND KENTUCKY HIGH SCHOOL

Sample Report

Ethnic Count
District: 253 B hniz Court [ GF 1/544R 5]
52006 Through B/Z3/2008
Arnerican Indian AsiandPacific Black Hispanic wyhite Ot her Cormbired
School Grade  Female Mee  Female Made  Female Made  Female Mae  Female Made  Femnalz Made  Female = 1-]
X Thizs sehod 1ast aggregated on: 86150006
o 1 1] [x] [x] o o 1] 1 2 a [x] o 3 10
10 1 1] 1 [a] [x] 1] 1] 1] ] [a] [u} 2 T
1 1 1] [x] [x] o 1 1] 1] 2 1 [x] 1 3 a
1z 1 1] [a] [a] [x] [x] 1] 1 [ 1] [a] [u} H 1
EC 1] 1] [x] [x] o o 1] 1] 1] 1] [x] o o o
Tedat: [} [1] T [1] [1] 2z 1] 4 [1] T T
Gramd Teda T [1] ] [x] [1] 2 [1] 2 [x] ] T o
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Aggregate FTE Days Attendance and Absence

District: 258 Aggregate FTE Attendance snd Absence [GF 205A4R T)
52006 Through BE23/2006
School  Grade Aggregae Days Attendance Aggregae Days Absence Days Sty
T T2 T5 NT T T= T5 NT Taught  Court
w3 Thiz schod last aggregeted on; 0671520065
i I il 0o WEOTE 322 00w 0o naz 33 13
10 115 280 il 0o 150 280 o218 00w 0o 2219 33 9
1 326 il 33.000 0o IhE 00w 0o il 33 13
1z LR ] 0000 [x)alay] B2.500 3560 [x)ala] oood 0500 33 17
EC 0o il 0o 0o 0o 00w 0o il 33 0
Total: (o=t T KR EE T30 T T IR = =
Grard Total- THZTS T EEACY il (] T T 5 =
Partial Day Adjustment (Days IN Attendance-FTE)
District: 2% Fartid Day Adjustrnent [In Attendance FTE) [GF 2S8R 2)
BMI200E Through S/22/2006
Partid D=y Aggregate Days Attendance Fartia Day Aggregate Days Absent Sudert
School Grade T4 TZ TS NT T4 Tz T5 NT Court
B Thiz zchod |25t aggregeted on: 037150008
2] oo oo 0000 0000 oo 0000 0000 0000 o
10 0000 0000 oo z=.500 0000 oo 000 1000 2
1 0000 0000 oo 0o 0000 oo 000 oo 1]
1z 0000 0000 ooo oo o000 ooo oo ooo o
EC 0000 0000 ooo oo o000 ooo oo ooo 1]
Totals T T [ pak 11 T [ [ TIE 7
Girard Total- [ [ T ) [ T T T T
Partial Day Adjustment (Days NOTin Attendance-FTE)
District: 2% Fartid Day Adjustment [Days HOT h Attendance-FTE) [GF 2SA4R &)
B//200E Through /222006
Fartid D=y Aggregate Days Attendance Fartia Day Aggregate Days Absent Studert
School Grade T4 Tz TS NT T TZ T4 NT Court
] This sehod last sggregeted on: 067152006
o 0000 0000 ooo oo o000 ooo oo ooo o
10 0000 0000 ooo =300 o000 ooo oo 1000 2z
1 0000 0000 ooo oo o000 ooo oo ooo o
1z 0000 0000 ooo oo o000 ooo oo ooo 1]
EC 0000 0000 ooo oo o000 ooo oo ooo o
Teeal: [Jx]xx] [] [aT] 200 [xIx] [T 0o 1000 2
Giramnd Tota i [1a]ux] [ oo =00 (e oo [e)x]ux] TIO00 K]

82 e STIDistrict —Required KY State Reporting

STI_0622061240

2006 STIDistrict KY



Men-Contract FTE Adjustment
District: 23 Non-Contract Adjustment [GF 480588 F 94)
SMIZI0E Through BAZ2/2008
Mon-Corntract Aggregate FTE Attendance 2t udenit
School Grade T4 T2 TS NT Court
M Thiz schod last aggregeted on: 068/15.2006
2] (x)xlin] 0000 Qo0 0000 1]
L8] oo 0.00m 0o 0000 ]
1 ooom 0.0om ooom o0oo 0
12 (x)xlin] 0000 Qo0 0000 o
= oo 0.000 0o 000D 0
Tetal: T T T T 0
Grand Total: [xIa]ccn] [Ja[xn] [xIa]x] [a[] 1]
Under/Over Age Adjustment
District: 253 UnderiThwer fge FTE Adjustment [GF 4C8A4R 5C)
S2006 Through BAZ3/2008
Under/Ower Age Adjust rment % udert
School Grade T4 T2 T NT Count
3 Thiz school 135t aggreqeted on: 060152006
[1.2] 0om 0.0om ooom o000 ]
10 (x)xlin] 0000 Qo0 0000 1]
1 oo 0.00m 0o 0000 ]
12 ooom 0.0om ooom o0oo 0
= (x)xlin] 0000 Qo0 0000 o
Tkl [xJa]c] [aXaxn] oo [1a[] 1]
Grand Total- [xJa]c] [aXaxn] oo [1a[] 1]
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Home Hospital Aggregate FTE Days Attendance and Absence

SHF2006 Through BR2372006

District: 255 Horme Hospital Attendance and Absenca [GF HISAAR H)

Record E - State Enrollment  Withdrawal

[rate Fun: GE205200G 9010002 Ahd

School  Grade Aggregae Days Attendancz Aggregae Days Absence Days Sy
T1 TZ TS NT T1 TZ T3 WT  Taught Court
s Thiz school [ast aggregqeted on: 060152006

] 00 000 00 [ [ 00 00 [efdxc] 33 [
(1] 00 000 00 [lxc] [l 00 00 [eflxc] 33 [
1 0nom 00 0nom 00 0000 00 000 0000 33 1}
1z 00m 00 00m 0,900 00m 00 00m 05m 3 1
B 00 000 00 [ [ 00 00 [efdxc] 33 [
Tetal: T (i) T i) T (i) [xc] [esx] 3 T
Grard Tedal T (i) T et ] [s] (i) s [ T

District: 258 Record E- State Enroll mert Mithdrased
5442008 Through 2302008
School :
Grade Lewel:
SHUR ShckrtHame ZZIo ok D&t Gk Dake GTE It Gewck 1 Ethikly
UnderfOver Age Students with Waivers Date R un: BE0/006 G002 AM
District: 258 UnderTwver Age Student = with Waivwers
S/1i2006 Through BREES2006
Schoal :
aetl B Apppoa.  Appei.
ZHURM ZhckatName Grk Dake GTE A A Enralied At wd  Abge s

Average Daily Attendance

District: 258
Alt Adjustment ©alculation Methad:
Record - (Record 3 + Racord 480+ Racord 407

Gra de ELNhas bean adusta dbymuopying 2 chd values iy 5

*&tendance approximations do not Factorin attendance codes that were ignoned when the report vess nn (e, fidd rips etc;)

[ate R un: Br2002006 9:10:03

Adjusted Aggregate Arerage Daily
School  Grade FTE Days= Attendance [ADA)
AHendance
S Thiz schod last aggregeted on: 067152008
1] i 12874
[} 233080 THE
11 o2 263 12.190
12 303 16.786
EC ooom ooom
Tatal: =T NN [ ]
O sirict Tobal: TESLTTT A ]

" Oisfricf Esfirvafed ADA 4519
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ESS Report

The Extended School Services Report (ESS) is an export of data that reports totals and other info about each student’s
ESS data. There are three options under the ESS Menu:
NOTE: This report will be updated in the August release of STIDistrict Workstation.

ESS Summer Export
Districts have two options for exporting the ESS summer school data:

OPTION 1
1. Enter all student summer school data in the 2005-2006 STI1Office Version 8.0 database.
2. Run the summer school export from STIDistrict Version 8.0.302 before rollover and software updates.
3. Submit the ESS summer export and receive verification from KDE.
4. All user record data entered will be erased at rollover.

OPTION 2
1. Rollover and perform updates to STI software products.
2. Enter all student summer school data in 2006-2007 STIOffice Version 9.0 database.
a. For students remaining in your school, there will be no issues.
b. For students going to a new school in your district, student data will need to be entered into the new
school’s database.
c. Grade 12 students that will not graduate until after a summer school session will need to be retained at
rollover and the ESS user record completed before making the student Inactive Grade 13.

NOTE 1: Those students completing graduation requirements must be set inactive in
STIEnrollment and the grade level changed to 13 on the demographic screen.

NOTE 2: District NET must include grade 13 in the export grade level settings.
Inactive students must be uploaded to district until all ESS summer school user
records are complete and verified.

d. Students receiving services and then leaving the district before the beginning of the school year will
not be reported to KDE.
3. Run the summer school export from STIDistrict 9.0.
4. Submit the ESS summer export and receive verification from KDE.
5. Due by September 15™.

NOTE: ESS data does not rollover.

Entering ESS Data in STIOffice

IMPORTANT: 2006 — 2007 ESS data is entered differently than in the past. This year ALL learning goals are
included on the SAME record, instead on one learning goal per record. There should be one record for any ESS
occurring during the regular school year, and one record or any ESS occurring during summer school.
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]

Edit

Topic: [ESS 06-07 hd Inset |

R eadi Served]| it M athernati izl Studie]  Sci AndH zational St |
eading |aurs Serve ritirng |I athems |-:lI ocial Shu ||a|I cienoe |I hi umarllau:una ucllrc{ Change

== Update Records... x|
ESS Learning Goalz Total Hours Served I-ili
u| Fiefa.l:llng I Seience » Summer Schoal Iﬁ
[ “wiiting [T Atz And Humanities

[T Mathematice [ “Wocational Studies [™ ESS Trarsported
[T Social Studies [~ Practical Living

Service Models Used Azsessment Measures [sed ESS Provider
B B Gl [ Standardized Fomal W T
[ After 5chool [” Teacher tade Informa [ Instructional Assist
[T Saturday ™ Analysis OF Stuwork [ Peer Tutor
[ Regular Teacher
[ Intersession [ Student Grades
1 | | [~ Draytime ' aiver Fesultz Of Service | =]

Sfor Vindows"

._m P R S S S LS N

ESS Learning Goals — check the learning goal(s) to be reported:
Reading
Writing
Mathematics
Social Studies
Science
Arts And Humanities
Vocational Studies
e Practical Living
Service Models Used — check those that apply:
e Before School
e  After School
e Saturday
Intersession
e Daytime Waiver
Assessment Measures Used — check those that apply:
e Standardized Formal
e  Teacher Made Informa
e  Analysis of Stu Work
e  Student Grades
ESS Provider — check who provided the ESS service to this student:
e ESS Teacher
e Instructional Assistant
e  Peer Tutor
e Regular Teacher
Total Hours Served — enter the total number of cumulative ESS hours this student completed, rounded to the nearest half-
hour, for the goal(s) checked in this record.
Summer School — choose from the drop-list:

86 e STIDistrict —Required KY State Reporting STI_0622061240 2006 STIDistrict KY



[ — |
1-"es

2 -Ho

ESS Transported — check this box if the student was transported to/from ESS services.

Results Of Service — choose from the drop-list. This should reflect the results for all learning goals selected overall.

[ - |

a) Improved
b] Did nat Improve
] Suztained

NOTE: Users may run an error report under Utilities | Kentucky | ESS Reports
similar to the error checking report from STIDistrict.

T

Students Selected: 1]

— Select Filter
&l Students x|

Order: [Last Name | J

— Repart Optionz
¥ Ermor Bepot W Summary

1D Ta Frint: |State Student D =]

Print |

ESS Export Builder
This option is used to build the actual ESS Export file to be submitted to KDE. Each file created here is given a unique
name, based on date and time created. This will allow for the saving of an export even when a second file is built.

ESS Reports
After the export has been created, reports can be ran and printed using the data exported. This feature includes a new
Export File Manager to mark files as Sent to the state, Approved by the district, etc...

ESS Student Goal Report

This report shows each student’s individual ESS data. This is a helpful report for districts to pass back out to the schools
to verify the data is correct prior to sending to KDE.

Performing ESS Export

Open the STIDistrict Workstation and select Report | Kentucky Reports | ESS | ESS Export Builder.
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e  Select schools to be included in the export.

e  Select the ESS options desired.
0 ESS Description: This is the file created , specifying the date and time it is was created.
0 Report Period: Select Summer this report must be sent to KDE.
0 Order By: Use this to control the sort order of the data exported.
0 Save Error Report: The error report can be saved to a file for later use by selecting this option.
e  Click on the Student Options tab and select desired options.
e Select Grades: Select grades to be included in the export.
o Date Filter: Select this option to change the date range for records to be included in the export.
e  Click the Process button to begin the export.

e  Correct errors in data at the schools, upload again, run Export Builder again.
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Performing ESS Reports
e In STIDistrict Workstation, select Report | Kentucky Reports | ESS | ESS Reports.

Fi | Report Disoplne Graphs Ubbties Window Help

e  Select the report you wish to run.
o Delete Selected Report: This will allow you to delete any select report from the list.

e  Show Deleted Reports: This will allow you to view any deleted report from the list. To completely remove a
report, select it and click Delete. To recover a report, select it and click Recover.

e The color legend shows the status of each report (ex. If the report as errors, report has been submitted to
state...)

e Click Process to run the export

o  Create an export file.
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Running ESS Student Goal Report

Fide | Report Discipine Graphs Utilties  Window  Help

o Distribute reports to school if desired to verify accuracy of data.

e  Select Students: Select the student(s) you want to run the report for by checking the student(s) name.

e List Students with ESS records: This will select the students that only have ESS records.

e List ALL Students: This will show all students in the district.

e Click on the Options tab

e Grade Level: Select the grade level(s) you want to run the report for by checking the grade(s).

o Date Filter: This will select a date range to that will show students with ESS reports for a specified date range.
e  Order By: This will allow you to sort the information by different categories.

e Page Break by Student: This option will do a page break after each student.

e Save Reports: Check this checkbox to save the report.

e File Location: The default directory path where the report will be saved is the
C:\ProgramFiles\STIApplications\DistrictWorkstation_v9\Exports folder. The filename and path may be
changed if desired.
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PA-15 Report

This report shows enrollment, re-enrollment, withdrawals, and attendance totals for any single attendance month. To

generate this report, go to Report | Kentucky Reports | PA-15.

File WEaa(® Discipline Graphs  Utilities  wWindow  Help

Conflick Reports 3
artendance Reports 3
Master Schedule Reporks  #
Discipline Reports 3
Student Reports 3
.4
»
3

Teacher Reports
Miscellaneous Reports
Kentucky Reports

E33
FRYSC

KEES

FA1S Repart

Report Options

iy select Schools x|

Aggregate Attendance Reports
CATS Testing Rosker

Census Repork

CTE Labels

Gifted and Talented
arowth Factor Report

LEP and Immigrant Student Expork
Local Educator Assignment Daka (LEAD)
KYHS Attendance

— School Select:

FEMTUCEY ELEMEMTARY TEST SCH
FEMTUCEY MIDDLE TEST SCH E75

School Mame Code

FENTUCKY HIGH TEST SCH 4234

Select E"

Haone

Erint

Cancel |
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School List
Include the data from one or more schools when producing the PA-15 report.

Repart Critena
End Drate: Grades
| 81172005 x| A
w12
[ Always print 'EC' v ~
v Save print-out Cancel |

End Date

Select the ending date for the report.

Always Print "EC"

Check this box only if you wish to include EC students on your report.

Save Printout

Check this option to save the report as a .PDF file. The file will be named PA15.pdf and will be saved in the
C:\ProgramFiles\ST1Applications\DistrictWorkstation_vO\Exports\ directory. You can select a different directory.
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PA-15 Year to Date Statistical Report DE*EPF* TE ?’19*‘2‘305 20745
dge:
From: &12008 Thruo: BM902005
A9 SECOND KENTUCKY HIGH SCHOOL Last focreaation: EASEI0E 5459 FH
Gk 10 1 12 a Totd

Entries
=] a 13 17 13 a2
=1 a [x] a a [x]
=0k 1] a 1] 1] a
Tatd E's q 13 17 12 52

Re-Entries
Fo1 a [x] a a [x]
[ 1] a 1] 1] a
FOG 1] 1 1] 1] |
F20 a [x] a a [x]
F21 1] a 1] 1] a
Tatd Rs 0 1 0 0 1

Wﬂ::jlll awals s 5 s s 5
a2 a [x] a a [x]
Wit 1] a 1] 1] a
WS 1] a 1] 1] a
e a [x] a a [x]
Wiz 1] a 1] 1] a
w7 1] a 1] 1] a
oo 1] [x} 1] 1] [x}
e 1] a 1] 1] a
oo 1] a 1] 1] a
T 1] 1 1] 1] |
Wzl a [x] 1 a |
P 1] 1 1] 1] |
Yo
WG 1] a 1] 1] a
P a [x] a a [x]
Ly
Tadws 0 z L . .
Tatd q T2 TE 1= T
Mernbers

Pending State

Enrclliment
=4 a [x] a a [x]
Ecs 1] a 1] 1] a
Ecra 1] a 1] 1] a
waTt a [x] a a [x]

PA-17 Report

This report shows enrollment and attendance totals for any single attendance month. The date range for the attendance
months are defined in each school's State Attendance System File. The report may also be used to report each student's
individual membership and attendance statistics. To generate this report, go to Report | Kentucky Reports | PA-17.
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School List

Liscipine  Graphs  Uolbes  window  Help

Conflick Reports
Attendance Reports
Master Schedule Reports
Discipline Reports

Student Reports
Teacher Reports
Miscellaneous Reports

il ¥ T T T W w ¥

Aggregate Attendance Reports
CATS Testing Roster

Census Report

CTE Labels

ESS

FRY3C

Gifted and Talented

Growkh Fackor Report

KEES

LEP and Immigrant Student Export
Local Educator Assignment Data (LEAD)
KMH3S Attendance

PA1S Report
PA17 Report

Kentucky

Report Options

I";";J Select Schools

X

— School Select:
School M Code Select Al
KENTUCEKY ®MIDDLE TEST SCH Hone
KENTUCKY HIGH TEST SCH
Frirt

Cancel |

Include the data from one or more schools when producing the report.
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[fa” PA-17 - STIDiskrict x|

Report Options | attendance Codes |

— Report Criteria

Calendar b anth: Grades:

01 =l P2

I 1]a]

™ Bhways prin EC’
— Dizplay Options

Order By:

ﬂ School Name

[ Schaol Number

3

— Report Type

+ Principal's Monthly Bepart " Student Attendance Sumrmary
[~ %TD Summary

v Save print-out

Cancel |
Calendar Month

Select the month to use for the report. The date range for each month is based on the Attendance Month Start and End
dates in the school's State Attendance System File.

Grades

Select the grade levels to be included in the report.

Always Print "EC"

Check this box labeled only if you wish to include EC students on the report.

Order By

This option is necessary only when running the Student Attendance Summary. By default, the sort order is based on all
fields shown, and the priority of the sort is determined by the field listed at the top of the window. To remove a field
from the sort, click on the box to the left of that field. You may also move any field up or down the sort priority by
highlighting that field and using the up and down arrows to the right.

Report Type

Choose to run either the Principal's Monthly Report or the Student Attendance Summary. The Principal's Monthly Report
shows membership and attendance totals by grade, by school. The Student Attendance Summary shows membership and
attendance totals for each student.

YTD Summary

This option is only available when running the Principal's Monthly Report. When this item is selected, the totals in the
report reflect the period of time from the first day of school until the last day of the reporting month selected. When not
selected, the totals are listed for only the month selected.

Student Attendance Summary

This allows you to print out a summary of student attendance and attendance group membership information.

Save Printout

Check this option to save the report as a .PDF file. The file will be named PA17.pdf and will be saved in the
C:\ProgramFiles\STIApplications\DistrictWorkstation_v9\Exports\ directory.
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District: 258 90B
549 SECOND KENTUCKY HIGH SCHOOL

GRADE L2} 0
1. Original Entries
201 A Cloze of Last honth 0.00 oo
B Thi= hionth 1300 am
Totalto Date 1300 am
2. Re Entries [R's)
(A A Close of Last hionth 0.00 0.0
(B’ Thi= honth 0.00 0.0
(T Totalto Date 0.0 oo
3 Withdransa = [W's)
A0 A Cloze of Last hdonth 0.00 0.0
B Thi= honith 0.00 0.0
Totalte Date 0.0 oo
4. Mermbership End of Morth
HCH2C-30 1300 am
4. Aggregde Days Attendance
Transported Pupi= (T1 189310 &5 500
Tmnspl:rta:l Pupi= 0.000 0.0a0
Qi 5 b
ransported Pupils
i " 245 850 153000
E. Aggregde D=ys Absence
() Transported Pupis (T1) 0.0 0.oon
() Transported Pupis (T2) 0.0oo 0.0oo
(G Transparted Pupil= (TS 0.000 0.000
(D) Nor-Transported Pupils (MT) 0.460 1.000
(E) Tatal 1430 1.000
7. Aggregae Days Membership
Transported Pupis (T1 190 000 &5 500
Tmnsported Pupis 0.000 0.oon
SR o ko
mnspu:rte upil=
247 0o 160 000
a. Non -Adjasted ADA
) Transported Pupis (113 9.960 2800
(B Tran=ported Pupis (T2) 0.000 0.0on
() Tranzparted Pupil= (TS 0.000 0.oon
(D) Non-Transportzd Pupils (NT) 2080 4870
(E) Total 12 340 2370
8. Percentage ADA
Transported Pupis (T1 o0 G4 00 00
Tmnspu:rta:l Pupis= 0.00°% 0.00 %
Bt Fanapard Popis0m) 8133 B8
ransport=d Pupils .
i " 93 .53 9280

Principal's Monthly Attendance Report to Superintendent

Maorth: 01 SH 006
Last Aggregation: BMSE006 54547 FM

il 12
0.00 0.00
1300 1700
1300 1700
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
1.00 0.00
1.00 0.00
1200 1700
214000 e 00
oo 0.000
19000 0.000
0.000 5000
23300 Z30m
0.000 0.000
0.000 0.000
0.000 0.000
0.000 0.000
0.000 0.000
214000 000
0.000 0.
12000 0.000
0.000 35000
23300 32300
11260 15160
0.000 0.000
1.000 0.000
0.000 1.240
12260 17 noo
1IZII:I DEI% 1I:II:IDD‘°£-
1IZII:I DEI% I:I III%
0.00% 100 00%
100 0B+ 00 DR

[rate Run: G2002005
Page: 1

Thru 5262006 Darys Tanght 19

Dy DEmksed: 1
Tott X0
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Principal's Monthly Attendance Report to Superintendent Lateliules
District: 252 0B Fage: 2
59 SECOND KENTUCKY HIGH SCHOOL Month: 01 SARO0E  Thru SEE2006 . Ek’fﬂﬁ;uilt I*i'
ays Dkmbsed:
Last 8 jon: BM32006 5:45:47 PM
GRADE Totd agegt ThL @
1. Original Entries
(A7) At Close of Last hionth 0.00
(B Thi= hionth 5200
(C1Totalto Date 5200
2. Re-Entries[R's)
A0 A Close of Last bonth 0.00
B Thi= Morith 0.00
Totalto Dae 0.00
3. withdrased s [Ws)
() At Close of Last hionth 0.00
(B Thi= hionth 1.00
(C1Totalto Date 1.00
4. Membership End of Morth
(1 C+20-30) £100
5. Aggrega e Days Attendancs
&) Transported Pupds (T1) TET R0
(B Transported Pupis (T2) 0.000
[C) Transported Pupils (T5) 19 000
(07 Mor-Transported Pugils (NT) 154 040
(E1 Tatal 560 50
E. Aggrega e Days Absence
Transported Pupis (T1 0.Ea0
Transported Pupis 0.0o0
Tm$omd Pupil= (TS 0.000
O’ Mare Transportad Pupils (WT) 1.460
Total 2.150
T.Aggrega e Days Membership
() Transported Pupis (T1) 58 500
(B Transported Pupis (T2) 0.000
[C) Transported Pupils (T5) 19000
{071 Mor-Transported Pupils (NT) 185 500
(E) Tatal w200
2. Mon-Adpusted ADA
Transported Pupis (T1 Haa0
Transported Pupis 0.000
S o 8
n-Tranzportad Pupils I
Total = " 570
8. Percentage ADA
&) Transported Pupis (117 «a
(B Transported Pupis (T2) 0.00 %
(L1 Transportad Pupils (T5) 100 00
(07 Mor-Transported Pugils (NT) W
(E1 Total 7%
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Principal's Monthly Attendance Report to Superintendent Date R un: B20/005

District: 255 20E Fage: 3
District Totals
1. Original Ertries
) A Close of Last hionth 0.00
B This hiorth 5200
Totalto Date 5200
2. Re- Entries [R's]
A0 A Close of Last hionth 0.00
(B Thiz honth 0.00
[C) Total to Date 0.00
2 Withdrasea = [W's)
) A Close of Last hionth 0.00
B This hiorth 1.00
Totalto Dae 1.00
4. Marmbership End of Month
[ CH G300 5100
5. Aggrega e Days Attendance
Tranzported Pupis (T1 T A0
Tmnsp-:rta:l Fupis= 0.000
B3 Fanapan Popi= 4D 12404
ransported Pupils
* " 60330
E. Aggregzte D=ys Absence
%) Tran=ported Pupis (117 0.0
(B Tran=ported Pupis (T2 0.0oo
[C Tranzported Pupils (TS 0.000
[0 Mor- Transported Pupils (MT) 1.460
(E1Total 2.150
7. Aggrega e Days Membership
Tranzported Pupis (T1 a3 A00
Tmnsp-:rta:l Fupis= 0.000
B o o
mnsporbe upil=s
30m
g Nnn -Adjusted ADA
(#) Transported Pupi= (117 Aas0
(B Tran=ported Pupi= (T2 0.000
[C Tranzported Pupils (TS 1.000
(07 More Transported Pupil= (NT) 9690
(E1Total A0.570
8. Percentage A DA
Tranzparted Pupis (T1 23a1%
Tmnsp-:rta:l Pupis 0.007%
B o g
ransported Pupils
* " o TE

Comparing STIOffice Report totals to STIDistrict PA-17
Report

The totals on the ST1Office Principal’s Report should match exactly with the totals on the STIDistrict PA-17 Report for
the corresponding month. If those dates do not match, try the following:

Verify that the same Attendance Codes are selected when running reports.

Do the codes selected for use when creating the school report match the codes used when running the district report?
Verify that the district has complete data for the school.

Upload All data from any school where the reports do not match.

Run the Enrollment Builder.

The “Enrollment Table” in the STIDistrict database is used by the PA-17 report to calculate ADA and ADM values. If
the data in this table is not correct, then the report will not be correct either.

Check the QBE Filter in STIOffice.

Does ALL STUDENTS filter really include all students? If not, then correct the QBE Filter and then rebuild PA2 and
PA3 reports, then rebuild the Principal’s Report.

Re-generate PA Reports at the school, compare again.

If historical student data (absences, t-code changes, entries, withdrawals) has changed at the school for a month that has
already completed, then the school reports may need to be re-run to get the current correct totals. If this is the case, then:

e Rename the act.tps, acu.tps, ace.tps and acp.tps files in the STIOffice data directory for the school.

e Regenerate the PA-2 and PA-3 reports for all months.
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e Regenerate the Principal’s Report for all months.

e Compare again with the district report.
Check for Calendar / State Attendance System File Differences
Verify that the definition of the month in the State Attendance System File (Utilities, Attendance, State System File) are
consistent with the calendar dates within the range of dates for that month. Verify that:
The beginning and ending dates are attendance days;
The number of attendance days within the month are correct per the number of attendance days in the calendar within the
date range specified;
The number of non-attendance days within the month is correct per the number of attendance days in the calendar within
the date range specified.
Changes made in the attendance calendar but not made in the State Attendance System File at the school can cause these
types of problems.
Compare the STI1Office PA-3 to the District PA-17 Student Attendance Summary
These two reports will break down attendance and membership by student and by t-code for the month selected. This
will provide a method to narrow down the differences between the two reports to specific students. When a student is
discovered to have differences between the school and district reports, correct any obvious data entry conflicts at the
school. It will then be necessary to re-generate the PA-2 and PA-3 Reports (as described on page 2 of this document) and
then re-run the Principal’s Report. After doing this, “Upload All” data from the school to the district and re-run report the
PA-17 report in STIDistrict.

Balancing the STIOffice Principal’s Report to the
District PA 17

STIOffice Principal’s Report STIDistrict PA 17 (Totals)
(Grand Totals)
Entries (E’s) 1. Original Entries
A) Last Month A)At close of Last Month
B) Current B) This Month
C) Y-T-D C) Total to Date
Re-entries (R’s) 2. Re-entries (R’s)
A) Last Month A) At close of Last Month
B) Current B) This Month
C) Y-T-D C) Total to Day
Withdrawals (W’s) 3. Withdrawals (W’s)
A) Last Month A) At close of Last Month
B) Current B) This Month
C) Y-T-D C) Total to Day

An example of STIOffice PA Report follows.
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Second Kentucky High School

Principal's Monthly Report to the Superintendent

Fupil Attendance

Date Run: BA406 102648

FPage:

1

PA-1T From0501/06 to 05/26/06
Days Taught: 19 Days Dismissed: 1 Tatal Days:20
schoal (Grade Entries (E's)  Re-entries (R's) Withdrawals (W's)  Total Agg Attend  Agg Absence  Agg Mbrship  ADA
Allast month's A)last month's  AlLast month's  Membership T T T T
BiCurrent BiCurrent BiCurrent (1C+2C-30C) T2 T2 T2 T2
Cyy-T-D CyY-T-D MNT MT MT MT
Total Total Tatal Tatal
549 9 a 0 1] 181.618 g.332 190.000 9.56
13 1] 1] 0.000 0.000 0.000 0.00
13 0 1] 13 55.847 1.153 57.000 2.94
237 465 9535 247.000 12,50
549 10 a 0 1] BE.365 0.134 BE.500 J.449
B 0 1] 0.000 0.000 0.000 0.00
el 0 1] 9 89.806 14.694 104.500 4.73
186172 14.828 171.000 g.22
549 1 a 0 1] 233.494 13.506 247.000 12.29
13 0 1] 0.000 0.000 0.000 0.00
13 0 1] 13 0.000 0.000 0.000 0.00
233.494 13.506 247.000 12,29
549 12 a 1] 1] 294 295 9.704 304.000 15.49
17 0 1] 0.000 0.000 0.000 0.00
17 0 1] 17 19.000 0.000 19.000 1.00
313.296 9.704 323.000 16,49
549 a 0 1] T7o.774 3.726 g07.500  40.83
Tatal 52 0 1] 0.000 0.000 0.000 0.00
(412 52 0 1] 52 164.653 16.847 180.500 8.67
940,427 47.573 935.000 4550

2006 STIDistrict KY
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mecond Kentucky High School Principal's Maonthly Repoart to the Superintendent Date Run: BA408 10:26AM
Pupil Attendance Page: 2
PAT Month: 1 From05/01/06 to 05/26/06
Days Taught: 19 Days Dismissed: 1 Total Days:20
School Grade Entries (E's) Re-entries (R's) Withdrawals (W's)  Total Agg Attend  Agg Absence Agg Mbrship  ADA
Allast month's AlLast maonth's Ajlast month's Membership T T1 T1 T1
BCurrent BCurrent B)Current (1C+2C-3C) T2 T2 T2 T2
C-T-D CiY-T-D Cy¥-T-D MNT MT MNT MT
Tatal Total Tatal Total
5449 0 a a FreTT4 .76 807.500 4083
Total 52 a a 0.000 0.000 0.000 0.00
(1-14) 52 0 0 52 164.653 16.847 180.500 857
940 427 47 573 §33.000 4950
549 0 a 0 0.000 0.000 0.000 0.00
Tatal 0 a a 0.000 0.000 0.000 0.00
Ex. Children 0 a a 1] 0.000 0.000 0.000 0.00
0.000 0.000 0.000 0.0o0
5449 0 a a FreTT4 .76 807.500 4083
Total 1-12 52 a a 0.000 0.000 0.000 0.00
Ex. Children 52 a a 52 164,653 15.847 180.500 8.67
940 427 47 573 §33.000 4950

| certify that the data on this report is true and correct to the best of my knowledge.

i

Signature Date
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=econd Kentucky High School Frincipal's Monthly Report to the Superintendent Date Run: BA14/06 10:26AM
Pupil Attendance Page: 3
Pa-17 Maonth: 1 Fram05/01/06 to 052606

Days Taught: 19 Days Dismissed: 1 Total Days:20

Month Days Taught T T2 MT Attendance Membership

1 19 78774 0.000 164.653 540427 855.000

Kindergarten

honth  Days Taught T T2 MT Attendance Membership
1 19 0.000 0.000 0.000 0.000 0.000
Total Partial Day T1 T2 MT Attendance
0.000 0.000 18.000 18.000
Adjusted Partial Day I 2 MNT Attendance
0.000 0.000 9.000 9.000

2006 STIDistrict KY
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TEDS (Technical Education Database Systems)

STIOFFICE TEDS Data Form (Technical Education
Database System — Required for 06-07)

NOTE: Data records from 2005-2006 that did not have a termination status at the
time of rollover will now have 2006-2007 as the school year.

=
: Edit
Topic: ITEDS D ata Form ﬂ Inzert |
School*feg] CIF Code | Enroll Date | Education I Daily Akt Hr Special Pog Student OB Terminatio
[Exa o D S St O o] || oo |
== Update Records... X|
School ‘fear CIP Code |4 griculture - AG Business [01.0101] =
Program Enrall D ate I 3: Education Level | |
Daily &ttend Hrs I ""I Special Populations | |
Studert Objective | |
Temmination Status | x| Date I 3:
OMET Code Earred | =
OMET Drate I 3: [T KOS58 Testing [ Federal ID Reporting
Wwork Based Leam | x| I TechPrep
4 I I Credertial Earmed | |

Imdustry Certificate | |

[ _ | atcc Rd

[Ofiiceor '
- Tl
y LA - Appl [o¢ I
HAGIOWSS & [_pelp ] _Conce

School Year — select the school year from the drop-list (defaults to 2006-2007).
CIP Code - select the appropriate career major from the drop-list:

-4

- 4G Production [01.0301]
- Exploratory AG [07.9330]

- Foresty/Fes MGEMT[02.0101]

Aariculture - Harticulbure [01.0601]

dariculture -Agrizcience [07.0000]

Buziness - Accounting Services [52.0301]

Business - Acct and Fin Tech [52.0399]

Business - Adm Support Serv [52.0401] i
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Program Enroll Date — enter the date the student enrolled in the program.
Education Level — choose from the drop-list (allows grade selection of 7" grade to 12" grade):

|_j"r
07th Grade (1)
05th Grade [2)
09th Grads [3)
10th Grade [4)
11th Grade [5)
12t Grads [E)

Daily Attend Hrs — select the number of hours the student attends from the drop-list (allows selection of 0.5to 7.0
hours):

.
Special Populations — select as applies:

Single Pregnant Woman [£]
Student Objective — select from the drop-list:

NOTE: All students enrolled in “exploratory programs” must have Exploring (2)
selected as the Student Objective. “Exploratory Programs” are those indicated in the
CIP Code drop-list as “exploratory”, “exp”, or “Pathway to Careers”.

Termination Status — select from the drop-list:

Completer and HS Graduate [08]
Completer and Mot HS Graduate [09)

Delaped B eturn to Secondar Prg [13]
E=plaratary Exit [04]
Graduated HS w'o Completing Program [1Z2]

NOTE: Termination Status should be left blank for students who may return next
year. All students with Exploring as the Student Objective must have Exploratory
Exit (04) as the Termination Status.
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Date — enter the date of termination.

ONET Code Earned — select from the drop-list:
00000

| 4

ARC Cutter [51-4121.02-02]

AR welder - Cutting P [51-4121.02-08]
ARC wWelder [51-4121.02-07)

4 oo Clerk, [Aocounting] [43-3031.00-1]
e Clerk, [Entry Lewvel] [43-3031.00-2]
S dministrative Agsistan [43-60117.00-1]

A dvanced CAD Drafter [17-3013.93-01]
Air Conditioner [nstal [43-3031.00-01]
Airframe Maintenance Tech [43-3011.01] 5
ONET Date — enter the date of ONET certification.
KOSSA Testing — check if applies.

Federal ID Reporting — check if applies.

Work Based Learn — select the type of work based learning experience from the drop-list:

| |»

Clinizal Experience [01]
Cooperative Education [02] b
E ntrepreneunal Program [03)

| nternzhip [04]

b entoring [05]

Fracticum [12]

R eqistered Apprenticeship [07]

Fegiztered Pre-Apprenticeszhip [08]

Schonl-B ased Enterprize [08] W

Options include: Clinical Experience, Cooperative Education, Entrepreneurial Program, Internship, Mentoring,
Practicum, Registered Apprenticeship, Registered Pre-Apprenticeship, School-Based Enterprise, Service Learning,
Shadowing, and Work Experience.

Tech Prep — check to indicate that the student is a Tech Prep student. This is a student with an Individual Graduation
Plan and is enrolled in a sequence of integrated academic/technical non-duplicative secondary/postsecondary course
that leads to a postsecondary educational outcome in a technical career. (Funding is available for Tech Prep Students

in 9-12 grades.) For accountability purposes, the student is counted as a Tech Prep student when this criterion has
been met and the student enrolls in the first technical class.

Credential Earned — select one from the drop-list:

Career M ajor Certificate [B]
Certificate of Achievement [7]

Industry Certificate — select from the drop-list:

Comp T4 A+ [B7]

Comp Tl MNetwark+ [53]

Diezel Mechanics [15]

[araphics Technalagy [18] &7
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Options include: Aircraft Mechanics, Automotive Technology, Cisco I, Cisco I, Collision Repair/Auto Body,
Comp TIA A+, Comp TIA Network+, Diesel Mechanics, Graphics Technology, Machine Shop, Medicaid Nurse

Aide, Microsoft Mouse, and Practical Nursing.

ATCI/CTC - select the technology center attended from the drop-list:

\\

(002005501 ALLEN CO AVEC
(004015305) BALLARD CO CTC
(005021506) BARREN CO ATC
(A0F031301) BELL CO ATC
[002035305) BOOME CO ATC
(010045501) BOY'D CO HS WOC
[013061301) BREATHITT CO ATC
(0140655071) BRECKINRIDGE CO ATC
(015071300) BULLITT CO ATC
(17051 310) CALDWELL CO ATC hd

L1

Before this report is run, you must make sure that you have the County Number set
up in the district setup. This is in the district workstation under File | District

Setup Menu | District Setup.

|ﬁ";" DistrictWorkstation v7.0.22
File Report Discipline Graphs Ukilities ‘Window Help

User J Districk: KY TRAIL

Student Deskkop
Teacher Deskkop
schiool Deskkop

Courses Deskkop

=9

Impork Menu
Diskrick Setup Menu

Diskrick Course Cross Reference

Uzer Security Setup Menu  F

District Setup

4 | District Setup

[ District Preferences T User Preferences T
T School Write Back T

Required Fields
Auta Murnbering

District Setup

Diistrict M ame: | 908
Address 1: |

Address 2 |

Ciky: |

State: ’KYi Zip: ,7
Phote: |

‘Year 1: WEI Year 2 WEI
District No: 258

County Mo: ,T County: |

LCancel

kd
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***Note*** If this step has not been completed you will receive the following message box:

The Following are missing From Districk Setup:
Zounty number

This data must be entered before the T.E.0.5 export may continoe,

To enker the county and district number into the database go to:
File = Diskrict Setup Menu = District Setup

The county and district number are located on the First tab called District Setup,

Conflick Reparts o
Attendance Reports 3
Master Schedule Reports ¥
Discipline Reports 3
Student Reports 3
Teacher Reports 3
Miscellaneous Reports 3

13

Disciplne  Graphs  Utilities  Window  Help

Aggregate Attendance Reports

CATS Testing Roster

Zensus Repork

CTE Labels

E33

FRYSC

Gifted and Talented

Growth Factor Report

KEES

LEP and Immigrant Student Expart
Lacal Educator Assignment Data (LEAD)
K¥H3 Attendance

PALS Repork

PALT Report

Safe Schools

School Calendar

Schoal To Work Expart

STIState Approval Process
Supetintendent's Annual Attendance Repart (SAAR)

2006 STIDistrict KY
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Select Schools
Create files for one or more schools on your list.

. Select Schools x|

— School Select;

School Mame Code Select 2l
FEMTUCEY ELEMEMTARY TEST SCH -

FEMTUCKEY MIDDLE TEST SCH More
FEWTUCKY HIGH TEST SCH

Frrirt

Cancel |

Export Options

4" T.E.D.S Exports -0l x|
T Student Optionz )

— File lozation

|E:HF‘ngram Filez%5 Tlapplications\Distictaor Browze |

— Export File
* Demographic
" Enrallment

— Oider By

1' Grade
Last Mame
[]First Hame
[1 Student Mumber

3

[~ Sawve Emar Report

Process Cancel

Export Options

Enter the File location at which the files will be saved as
C:\ProgramFiles\ST1Applications\DistrictWorkstation_v9\Exports\demographic.txt or enrollment.txt according to the
export option selected by default.

Export File- This gives you option of just Demographic information or Enrollment information of the students included
in this report.

Order By

By default, the sort order is based on all fields shown and the priority of the sort is determined by which field is listed at
the top of the window. To remove a field, click on the box to the left for that field to clear the checkmark.

108 e STIDistrict -Required KY State Reporting STI_0622061240 2006 STIDistrict KY



¢ You may move a field up or down in the sort priority by highlighting that field and clicking the up and down
arrows to the left.
Save Error Report
Check this box to save a copy of the error report after it is generated.

Student Options

4" T.E.D.S Exports

Expart Optiohs g

— Select Grades

i

L= @ e La P —

U
IR R R R E & E

Process Cancel

Student Options Tab

Click this tab to select the grades levels you wish to include in the report. Clear any checkmark to exclude the
corresponding grade level.

Select Process button to run the export.

File Status
This will show you the export file location of the export file C:\Program
Files\STI1Applications\DistrictWorkstation_v9\Exports\demographic.txt or enroliment.txt depending on the option
selected when running the report.
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Error Report- T.E.D.S Export

School: 549 SECOND KENTUCKY HIGH SCHOOL
Grade: 10
Student Mo; 222224081 GAY  JAMICE R.

|:| The Enraliment Date iz missing or invalid.
|:| The Studert Education Level iz mizzing fromthe data (™).
|:| The Student Objective Code is mizsing from the data ().
Grade: 11
Studert Mo 222224028 HAYES, MARSHA,

|:| The Enroliment Date iz missing o invalid.
|:| The Student Education Level iz mizsing fromthe data (™).
|:| The Studert Attendance Hours is missing.
|:| The Studert Objective Code iz mizszing from the data (™.
Grade: 12
Student Mo; F22224075 FL%MM, JAMES C.

|:| The Enraliment Date iz missing or invalid.
|:| The Studert Education Level iz mizzing fromthe data (™).
|:| The Student Attendance Hours is missing.
|:| The Studert Ohjective Code is mizsing from the data (™).
[2222240601GAY JANICE ROS/20,/18855 FLl232558540 87 SALT STREET
LASEOW Ky E0904
[12 2222402 BHAYES MARSHA 09,07 /19885 F123258549 45 mMaIM STREET
LASGOW Ky E0904
L2 2222421 7MUNN MEWTON 059,/00,/19606 ML232558540 301 WEST HALLS =T.
EST CITY Kvd 2141
12222223 5a0AWS0N JACKSON W4 17 /19891 M123258549 ROUTE 1 BOx 10
Y NCHBURG KY37352
[222223378EPERSON COLTON R10/05/18871 ML232558540 183 WILSOM ROAD
LASEOW Kyd2166
(122222407 5FLY MM JAMES C09/01/19883 M1232585409 GF7 ROUMD CIRCLE RD)
LASGOW Ky E0904

I enrollment.txt - Notepad

File Edit Format Yiew Help

E222224061GAY 01]01/19001232585492006 20071 1.50 0L.01m o] MMMZ . 815
E222224028HAYES 01]01/19001232585492006 20071 01,0101 o] MMMZ, 200
E222224217MUNN 08]10/20051232585492006 20071 4 1,00 ol.0101 2 0 1 MMMZ. 300
E222222356DAWSON 08]09/20051232585492006 20071 05 1.00 ol.0101 201 MMMZ . 900
EZ2222337BEPERSON 08?29/20051232585492006—200?1 5 1.00 03.0101 201 MMME . 000
EZ22224073FLYNM 012%1/19001232585492006—200?1 01,0101 o MMME. 528
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KDE Report Exports Dates and
Contacts

Export

Submission
Export Name | Due Date Process Submission Center Contact
Calendar
(Amended 2005- Data Reports Email
06 Year) June 30th Address Data.Reports@education.ky.gov Michael.Speer@education.ky.gov
Calendar (2006- Data Reports Email
07 Year) June 30th Address Data.Reports@education.ky.gov Michael.Speer@education.ky.gov
ESS (Regular) June 30th Web Application http://apps.kde.state.ky.us/ess/ Monica.Simpson@education.ky.gov
ESS (Summer) September 15th Web Application http://apps.kde.state.ky.us/ess/ Monica.Simpson@education.ky.gov
FRYSC June 30th Web Application http://apps.kde.state.ky.us/frysc/ Michael.Denney@Kky.gov
Gifted and
Talented May 19th Web Application http://apps.kde.state.ky.us/login/ Greg.Finkbonner@education.ky.gov

Growth Factor

November 1st

Finance Reports
Email Address

Finance.Reports@education.ky.gov

Karen.Wirth@education.ky.gov

KEES (Early KHEAA Web
Graduates) January 15th Application www.kheaa.com RGILPATRICK@kheaa.com
KEES (Regular KHEAA Web
Graduates) June 30th Application www.kheaa.com RGILPATRICK@kheaa.com
https://wd.kyepsb.net/EPSB.WebAp
ps
LEAD Fall September 15th Web Application /LEAD/ Cindy.Godsey@ky.gov
https://wd.kyepsb.net/EPSB.WebAp
LEAD Spring April 15th Web Application ps/LEAD/ Cindy.Godsey@ky.gov
LEP May 19th Web Application http://apps.kde.state.ky.us/login/ Maureen.Keithley@education.ky.gov
Finance Reports
SAAR June 30th Email Address Finance.Reports@education.ky.gov Karen. Wirth@education.ky.gov
http://apps.kde.state.ky.us/safeschool
Safe Schools June 30th Web Application s/ Libby.Taylor@education.ky.gov
Imported directly Imported directly into TEDS
TEDS June 15th into TEDS database | database Kim.Rice@education.ky.gov
Health Reports June 30th Web Application ftp://stihealth.kde.state.ky.us Karen.Erwin@education.ky.gov

2006 STIDistrict KY

STI_0622061240

KDE Report Exports Dates and Contacts e 111


mailto:Data.Reports@education.ky.gov
mailto:Michael.Speer@education.ky.gov
mailto:Data.Reports@education.ky.gov
mailto:Michael.Speer@education.ky.gov
mailto:Monica.Simpson@education.ky.gov
mailto:Monica.Simpson@education.ky.gov
http://apps.kde.state.ky.us/frysc/
mailto:Michael.Denney@ky.gov
mailto:Greg.Finkbonner@education.ky.gov
mailto:Data.Reports@education.ky.gov
mailto:Michael.Speer@education.ky.gov
http://www.kheaa.com/
mailto:Michael.Speer@education.ky.gov
http://www.kheaa.com/
mailto:Monica.Simpson@education.ky.gov
https://wd.kyepsb.net/EPSB.WebApps
https://wd.kyepsb.net/EPSB.WebApps
mailto:Monica.Simpson@education.ky.gov
http://apps.kde.state.ky.us/frysc/
http://apps.kde.state.ky.us/frysc/
mailto:Michael.Denney@ky.gov
mailto:Greg.Finkbonner@education.ky.gov
mailto:Finance.Reports@education.ky.gov
mailto:Karen.Wirth@education.ky.gov
http://apps.kde.state.ky.us/safeschools/
http://apps.kde.state.ky.us/safeschools/
mailto:RGILPATRICK@kheaa.com
mailto:RGILPATRICK@kheaa.com
ftp://stihealth.kde.state.ky.us/
mailto:Karen.Erwin@education.ky.gov




Index

A

About STIDistrict Import Engine version 9.0 20
Attendance Report (ADA/ADM) 45
Attendance Reports 35

B

Balancing STIOffice's Principal Report to the District
PA 1799

Balancing the ST1Office Principal's Report to the
District PA 17 99

C

Comparing STIOffice Report totals to STIDistrict PA-
17 Report 98

Cumulative Absence Report 42

Current School Counts 51

D

Daily Attendance Report (Detailed) 37
Daily Attendance Report (Simple) 35
Daily Attendance Report (Single Day) 39
Daily Attendance Summary 48

Data Policy Management and Research 1
Disaster Recovery Plans 4

District Setup 106

E

Entering ESS Data in STIOffice 85
Error Report 81

ESS Report 85

ESS Summer Export 85

G

Growth Factor Analysis Report 80
Growth Factor Data Integrity Report 81

Growth Factor Report 35, 37, 39, 42, 45, 48, 51, 55, 74
Growth Factor Saved Report Manager 79

H

How to Create a District Database Backup 5

K

KDE Contacts 1
KDE Report Exports Dates and Contacts 111

L
Local Educator Assignment Data (LEAD) 63

N
Network Installation Method 26

P

PA-15 Report 91

PA-17 Report 93

Performing ESS Export 87

Performing ESS Reports 89

Plan for Data Error Checking Throughout the Year 4

R

Report Options 80, 91, 94

Restart SQL Replication (KY Districts Only) 25
Review Data Entry Guidelines with Schools 4

Review First Day of School Procedures with Schools 4
Rollover Steps 11

Running ESS Student Goal Report 90

S

Start of Year Procedures 4

STIDistrict - SQL Database Maintenance Plan 5

STIDistrict Import Engine Update Notes 17

STIDistrict Net Update Notes 21

STIDistrict -Required KY State Reporting 63

STIDistrict Rollover and Mandatory Updates 8

STIDistrict Rollover Tool Installation Steps: 9

STIDistrict Workstation Enrollment Settings 32

STIDistrict Workstation Setup 29

STIDistrict Workstation Update Notes 25

STIOFFICE TEDS Data Form (Technical Education
Database System - Required for 06-07) 103

Student Desktop 55

Student Options 109

2006 STIDistrict KY STI_0622061240

Index e 113



T

TEDS (Technical Education Database Systems) 103,
106
Typical Installation Method) 25

U

Updating STIDistrict Net 21
Uploading 24
Uploading/Importing Data 24
\%

Valid Courses In STI1Office Setup for Lead 63
Viewing Growth Factor Reports 78

W
When to Begin Data Uploads 24

114 e Index STI_0622061240 2006 STIDistrict KY



	KDE Contacts
	Data Policy Management and Research
	Kimberly Rice  Kimberly.Rice@education.ky.gov


	 Start of Year Procedures
	Review Data Entry Guidelines with Schools
	Review First Day of School Procedures with Schools
	Plan for Data Error Checking Throughout the Year
	Disaster Recovery Plans
	STIDistrict – SQL Database Maintenance Plan
	How to Create a District Database Backup 
	 STIDistrict Rollover and Mandatory Updates
	Plan Ahead! Hard Drive Requirements for SQL Server
	When and how will the STIDistrict Rollover happen this year?
	General Rollover Steps for STI Products


	STIDistrict Rollover Tool Installation Steps:
	 Rollover Steps
	 STIDistrict Import Engine Update Notes
	About STIDistrict Import Engine version 9.0

	 STIDistrict Net Update Notes
	Updating STIDistrict Net

	Uploading/Importing Data
	When to Begin Data Uploads
	Uploading “Inactive” and Preschool Students

	Restart SQL Replication (KY Districts Only)
	STIDistrict Workstation Update Notes 
	Typical Installation Method)
	 Network Installation Method
	STIDistrict Workstation Setup

	 STIDistrict Workstation Enrollment Settings
	 Attendance Reports
	Daily Attendance Report (Simple)
	Daily Attendance Report (Detailed)
	Daily Attendance Report (Single Day)
	Cumulative Absence Report
	 Attendance Report (ADA/ADM)
	Daily Attendance Summary
	Current School Counts

	 Student Desktop

	 STIDistrict –Required KY State Reporting
	Local Educator Assignment Data (LEAD)
	Valid Courses In STIOffice Setup for LEAD
	State Course Info Tab (Required for 06-07)
	Step One: LEAD Rollover
	Features of the LEAD Report
	 Step Two: Core Content Cross Reference
	Step Three: Build LEAD
	Step Four: Edit LEAD Data
	Edit Basic Data
	Edit Other Data
	Print Records
	Step Five: Export LEAD File
	Print Report
	Export Files


	Growth Factor Report
	Data Integrity Checks for Growth Factor Report
	Additional Reports to Include
	Output Options
	Printed Report Display Options
	Report Grouping

	 Viewing Growth Factor Reports
	 Growth Factor Saved Report Manager
	Deleting/Restoring Reports
	Export Options
	 Growth Factor Functions


	Growth Factor Analysis Report
	Report Options

	 Error Report
	Growth Factor Data Integrity  Report
	Sample Report


	ESS Report
	ESS Summer Export
	Entering ESS Data in STIOffice
	Performing ESS Export
	 Performing ESS Reports
	 Running ESS Student Goal Report

	 PA-15 Report
	Report Options

	PA-17 Report
	Report Options

	Comparing STIOffice Report totals to STIDistrict PA-17 Report
	Balancing the STIOffice Principal’s Report to the District PA 17

	TEDS (Technical Education Database Systems)
	STIOFFICE TEDS Data Form (Technical Education Database System – Required for 06-07)
	District Setup
	Export Options
	Student Options
	File Status



	 KDE Report Exports Dates and Contacts
	Index

